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PREFACE    TO    FIRST    EDITION. 


It  is  hoped  that  this  little  book  may  prove 
useful  to  students  working  for  the  examinations 
of  the  Institute  of  Chartered  Accountants,  the 
Incorporated  Society  of  Accountants  and  Auditors, 
and  other  recognised  bodies,  as  affording  in  a 
concise  manner,  a  general  idea  of  the  principal 
points  requiring  the  Auditor's  consideration  in  the 
audit  of  various  classes  of  undertakings. 

Although  certain  points  of  detail  are  common 
to  most  kinds  of  audits,  it  has  been  thought  ad- 
visable to  recapitulate  on  each  occasion  the  more 
important  of  these,  in  order  that  the  reader  may 
have  a  bird's-eye  view  of  the  whole  audit  in  each 
case,  without  having  to  tax  his  memorj^  for  the 
ordinary  detail  work. 

The  iVuthors  desire  to  draw  attention  to  the 
fact  that,  although  these  audit  programmes  could 
properly  form  the  basis  of  the  work  necessary  in 
most  cases,  at  the  same  time  every  audit  must  be 
judged  according  to  the  circumstances,  and  no 
definite  formula  can  be  laid  down  as  always 
applicable.  In  many  cases  considerable  amplifi- 
cation would  no  doubt  be  necessary. 

It  will  be  observed  that  the  suggestion  that 
the  Auditor  should  ascertain  the  system  of  internal 
check   in   operation   has    been    repeatedly   made. 
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This  phrase  indicates  some  system  of  account- 
keeping  and  the  checking  thereof  by  the  staff  of 
the  business,  so  arranged,  that  collusion  between 
two  or  more  persons  becomes  necessary  before 
fraud  can  remain  undetected  for  any  length  of 
time.  It  is  obvious  that  the  system  of  internal 
check  will  vary  according  to  the  circumstances 
of  each  business,  and  of  course  in  practice  it  is 
frequently  more  or  less  incomplete,  and  it  is  there- 
fore impossible  to  deal  with  the  subject  more 
fully.  The  practical  importance  to  the  Auditor 
of  an  exact  knowledge  of  any  system  in  operation 
is  imquestionable,  as  in  all  large  audits  the  work 
to  be  done  by  the  Auditor  will  be  in  direct  relation 
to  the  system  of  internal  check  employed. 

The  following  notes  have  been  arranged  as 
concisely  and  shortly  as  possible,  much  in  the 
same  way  as  would  be  employed  in  an  audit 
notebook  in  practice. 

E.  E.  S. 

E.  C.  P. 

60,  Watling  Street, 

London,  E.G. 
January,  1908. 


PREFACE    TO    SECOND    EDITION. 


The  reception  accorded  to  the  First  Edition 
of  this  Httle  book  has  been  so  gratifying  that  we 
have  taken  this  opportunity  of  extending  the  scope 
of  the  work  by  adding  twelve  new  Audit  Pro- 
grammes, as  follows  : — 

Book  Debts,  Co-operative  Society,  Electric 
Lighting  Company,  Friendly  Society,  Gas  Com- 
pany, Motor  Omnibus  Company,  Railway  Com- 
pany, Retail  Stores,  Shipping  Company,  Stock- 
jobber, Stock-in-Trade,  Water  Company. 

In  addition  we  have  appended  Statutory  forms 
of  Audit  Certificates  where  applicable. 

The  notes  explaining  matters  of  technical 
difficulty  which  appeared  in  the  First  Edition 
have  not  been  reprinted ;  such  points  require 
fuller  consideration  than  the  limits  of  this  book 
permit,  and  they  are  dealt  with  at  length  in  our 
treatise  on  Practical  Auditing,  which  is  now 
passing  through  the  Press. 

E.  E.  S. 

E.  C.  P. 

60,  Watling  Street, 

London,  E.C. 
January^  1910. 
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BANK. 


The  following  are  the   principal  points  in  the 
audit  of  a  Bank  : — 

(1)  Obtain  written  Statement  of  Internal  Check 
and  List  of  Books. 

(2)  Attend  on  the  last  day  of  the  period,  and 
count  and  weigh  Cash  in  hand ;  obtain 
Certificates  for  Cash  at  the  Bank  of  England 
and  other  Banks. 

(3)  Verify  Cash  articles ;  these  are  cheques,  &c., 
received  too  late  on  the  last  day  of  the 
accounts  to  be  cleared.  These  can  be 
vouched  by  seeing  that  they  come  through 
in  due  course  in  the  next  few  days. 

(4)  Verify  all  the  Investments  belonging  to 
the  Bank,  and  note  price,  comparing  with 
market  value.  If  the  total  book  value  is 
above  the  market  value,  reserve  should 
be  made.  The  usual  precautions  must  be 
taken  to  prevent  the  same  securities  being 
produced  twice. 

(5)  Examine  Bills  in  hand,  and  see  proper 
provision  is  made  for  Doubtful  Bills.  See 
securities  lodged  against  Bills.  See  that 
proper  provision  is  made  for  rebate.  (This 
represents  proportion  of  discount  not  earned 
at  the  date  of  the  Balance  Sheet.) 
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(6)  Examine  securities  deposited  against  loans 
and  overdrafts,  and  see  safe  margin  allowed. 

(7)  Check  Ledger  balances  on  current,  deposit, 
and  loan  accounts. 

(8)  See  that  all  proper  interest  accruing  has 
been  taken  credit  for,  but  that  interest  on 
stale  or  bad  accounts  is  not  taken  credit 
for,  or,  if  so,  is  otherwise  provided  against. 

(9)  See  proper  provision  made  for  Bad  Debts. 

(10)  Carefully  keep  all  secret  reserves  under 
notice,  and  do  not  allow^  securities  written 
off  to  escape  verification. 

(11)  Examine  the  Title  Deeds  representing  Bank 
premises,  &c. 

(12)  It  should  be  seen  that  the  pass  books  are 
examined  and  initialled  each  half-year  by 
some  responsible  official  of  the  Bank.  The 
Auditor  should  test  a  certain  number  with 
the  Ledgers,  not  accepting  those  offered 
by  the  officials. 

(13)  If  not  instructed  to  visit  the  Branches, 
examine  the  certified  returns,  and  see  that 
they  are  properly  incorporated  in  the  Head 
Office  Books. 

(14)  Vouch  all  payments  for  expenses. 

(15)  The  General  Ledger,  which  contains  in  sum- 
marised form  the  whole  of  the  transactions, 
must  be  checked  entirely. 

(16)  Generally  test  the  detail  work  here  and 
there,  checking  different  portions  on  the 
occasion  of  each  audit. 
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BOOK  DEBTS. 


The  following  are  the  principal  points  in  the 
audit  of  Book  Debts  : — 

(1)  Ascertain  term  of  Credit  allowed. 

(2)  Check  the  Ledger  balances  with  the  various 
schedules,  and  in  doing  so  note  : — 

(a)  Accounts  overdue. 

(b)  Accounts  containing  Dishonoured  Bills. 

(c)  Payments  on  account. 

(d)  Irregular  payments. 

(e)  Notes  with  reference  to  insolvencies,  or 
alterations  in  terms. 

(3)  Ascertain  that  Trade  Discount  (if  any)  has 
been  properly  treated.  Where  the  Book 
Debts  include  such  discount,  the  same 
should  be  adjusted. 

(4)  Ascertain  that  the  balances  do  not  include 
goods  out  on  Sale  or  Return,  Stocks  on 
Consignment,  or  in  the  hands  of  Agents. 

(5)  The  list  having  been  marked  as  regards 
debts,  bad  or  doubtful,  the  Auditor  should 
go  through  the  same  with  some  responsible 
official ;  and  where  the  Book  Debts  are 
numerous,  he  should  certify  that  sufficient 
provision  has  in  his  opinion  been  made. 

(6)  All  Bad  Debts  not  written  off  should  be 
reserved  for  in  full ;  Doubtful  Debts  accord- 
ing to  their  estimated  value. 
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(7)  Where  Doubtful  Debts  are  not  specifically 
reserved  for,  provision  may  be  made  by 
way  of  a  percentage  on  the  Outstanding 
Debtors,  the  rate  of  which  will  be  based  on 
previous  experience.  This  method  should 
only  be  adopted  where  the  debts  are  suffi- 
ciently numerous  and  of  an  average  size. 

(8)  Where  reserve  for  Cash  Discount  is  made, 
it  should  be  calculated  by  way  of  a  per- 
centage on  the  Outstanding  Debtors,  the 
rate  of  which  will  be  based  on  previous 
experience. 
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BREWERY. 

The  following  are  the  principal  points  in  the 
audit  of  a  Brewery  :-- 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and 
agree  reconciliation  statement,  and  obtain 
Certificate  of  Bank  balance. 

(4)  Vouch  Cash  Book. 

(5)  Check  all  Cash  postings. 

(6)  Vouch  Petty  Cash  Book,  and  count  balance. 

(7)  Vouch  Wages  with  Wages  Book,  seeing  that 
they  are  properly  certified,  and  check  a 
certain  proportion  of  casts  and  extensions. 
The  system  of  preparing  the  Wages  Sheets 
and  of  paying  wages  must  be  carefully 
inquired  into. 

(8)  Check  Impersonal  postings. 

(9)  Check  all  Credit  Postings  in  Sales  Ledgers. 

(10)  Check  Bought  Journal  with  Invoices,  seeing 
that  the  same  are  properly  initialled  by 
the  parties  responsible  for  passing  them, 
and  that  they  are  extended  into  their  proper 
column,  if  the  Journal  is  in  columnar  form. 

(11)  Check  balances  of  Bought  Ledger,  and  verify 
with  Statements. 

(12)  Test  Travellers'  Commission  Accounts. 
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(13)  Owing  to  the  fact  that  discounts  to  customers 
are  frequently  very  heavy,  special  attention 
should  be  paid  to  these  items,  and  it  should 
be  seen  that  proper  reserves  for  discounts 
are  made. 

(14)  See  that  the  sj^stem  of  recording  casks  out 
with  customers  is  sound,  and  that  the  value 
of  the  casks  is  not  included  in  the  Book 
Debts,  but  stated  separately. 

(15)  Check  balances  of  Sales  Ledgers,  with  par- 
ticular reference  to  provision  for  Bad  Debts, 
especially  in  cases  where  the  lease  to  the 
tenant  is  about  to  expire  or  has  already 
expired. 

(16)  Vouch  loans  to  customers,  and  see  that  the 
instalments  of  interest  and  principal  are 
properly  paid  and  dealt  with,  and  see  that 
adequate  provision  is  made,  for  loans  proving 
bad. 

(17)  Ascertain  that  a  proper  system  of  recording 
rents  receivable  is  in  force,  and  vouch  the 
total  rents  received,  with  particular  reference 
to  allowances  and  arrears. 

(18)  Vouch  some  of  the  returns  from  the  Managed 
Houses,  and  see  that  there  is  a  proper  system 
of  check  upon  the  Manager.  In  cases  where 
the  stocks  of  these  Managed  Houses  are 
taken  at  selling  price,  it  must  be  seen  that 
proper  adjustment  is  made  back  to  cost 
price. 
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(19)  Check  the  Beer  Production  Account  with 
the  Official  Excise  Book,  and  see  that  the 
same  approximately  agrees  after  allowing 
for  wastage. 

(20)  Examine  quantity  accounts  and  materials 
used  with  the  Stock  Books,  and  ascertain  the 
cause  of  any  serious  discrepancy. 

(21)  Examine  stock  sheets,  seeing  that  they  are 
properly  certified.  Ascertain  that  beer  in 
the  course  of  manufacture  is  brought  into 
account. 

(22)  Examine  the  account  for  beer  to  employes, 
and  see  that  it  has  been  properl}^  certified 
by  a  responsible  official. 

(23)  See  that  all  expenditure  paid  in  advance  in 
the  shape  of  Fire  Insurance,  compensation 
fund  contributions,  licences,  &c.,  is  properly 
calculated  and  carried  forward. 

(24)  See  that  all  instalments  on  accoimt  of  the 
compensation  fund  have  been  charged  to 
revenue,  and  that  proper  adjustment  is 
made  when  compensation  is  received  in 
respect  of  cancellation  of  a  licence.  Where 
the  amount  of  compensation  exceeds  the 
book  value  of  the  property,  such  profit 
should  not  go  to  the  credit  of  Profit  and 
Loss,  but  should  be  treated  as  a  capital 
profit.  If  the  amount  received  is  less  than 
the  book  value,   the  loss   is  a  capital  loss, 
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but  it  is  advisable  that  it  should  be  charged 
to  revenue. 

(25)  Vouch  capital  expenditure. 

(26)  See  that  proper  provision  is  made  for  depre- 
ciation of  plant,  &c.,  and  leasehold  properties. 

(27)  Verify  securities  in  respect  of  freehold  and 
leasehold  properties,  noting  any  charges 
thereon. 

(28)  See  that  all  contingent  liabilities  uader 
guarantee  are  stated  in  the  Balance  Sheet. 
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BUILDING    SOCIETY. 

The  following  are  the  •  principal  points  in  the 
audit  of  a  Building  Society  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Count  cash  in  hand  at  the  close  of  the  business 
on  the  day  of  the  Balance  Sheet. 

(3)  Check  counterfoils  of  Deposit  and  other 
Receipt  Books  into  subsidiary  Cash  Books. 

(4)  Check  subsidiary  Cash  Books  into  general 
Cash  Book. 

(5)  Cast  all  Cash  Books.  Check  postings  from 
General  Cash  Book  to  General  Ledger. 

(6)  Vouch  Rents  received  from  properties  in 
hand,  and  see  that  they  bear  a  reasonable 
proportion  to  the  value  of  the  properties  in 
the  books. 

(7)  Examine  Pass  Books,  or  a  proportion  of  them, 
with  the  Ledgers,  taking  care  to  obtain  those 
selected,  and  not  those  offered  by  the 
officials. 

(8)  Check  balances  of  Investment  Ledgers,  De- 
posit Ledgers,  and  Advance  Ledgers. 

(9)  Test  calculations  of  interest,  and  see  that  no 
interest  is  taken  to  the  credit  of  the  Revenue 
Account  that  is  not  received,  unless  the 
security  is  ample  to  cover  same. 

(10)  See  that  the  amount  received  on  deposit  or 
loan    does    not    exceed    two-thirds    of    the 
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amount  secured  to  the  Society  by  mortgages 
from  its  members. 

(11)  Verify  the  securities  held  for  loans  on  mort- 
gage, and  other  securities,  adopting  the 
usual   precautions. 

(12)  Compare  schedules  of  properties  in  hand 
with  those  of  previous  year,  and  verify  the 
proceeds  of  those  sold. 

(13)  Compare  Schedule  of  Advances  in  the  same 
way,  and  verify  receipt  of  those  repaid. 

(14)  See  Fire  PoHcy  Book,  that  Insurance  Pre- 
miums on  all  properties  mortgaged  to  the 
Society  are  paid  up  to  date. 


Audit   Certificate. 

The  Auditor  must  satisfy  himself  that  he  can 
properly  sign  the  certificate  required  by  section  2 
of  the  Building  Societies  Act,  1894,  as 'follows  : — 

"  We,  the  undersigned, 
being  a   person  who  pubhcly  carries  on  the  business  of 
an  Accountant  at  No.  Street, 

,  and  ,  residing  at  , 

the  duly  appointed  Auditors  of  the  above-mentioned 
Society,  do  hereby  attest  the  foregoing  Accounts  and 
Statements,  and  certify  that  they  are  correct,  duly 
vouched,  and  in  accordance  with  law;  and  we  certify 
that  we  have,  and  each  of  us  has,  at  this  audit  actually 
inspected  the  Mortgage  Deeds  and  other  Securities 
belonging  to  the  Society,  in  respect  of  each  of  the 
Properties  in  Mortgage  to  the  Society  referred  to  in 
the  foregoing  Accounts  and  Statements." 
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CHARITY. 

The  following  are  the  principal  points  in  the 
audit  of  a  Charitable  Institution  otherwise  than 
a  Hospital,  which  is  dealt  w^ith  on  page  48  : — 

(1)  Ascertain  system  of  Internal  Check,  if  any. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconciliation  statement.  Obtain  Certificate 
of  Bank  balance. 

(4)  Check  Receipts  with  Counterfoil  Receipt 
Books,  Interim  Receipt  Books,  &c.  See 
that  all  spoilt  receipts  are  produced.  The 
Counterfoil  Receipts  should  be  printed  with 
the  name  of  the  Charity,  and  numbered 
consecutively. 

(5)  Vouch  Legacies  with  Legacy  Register,  and 
Letters  from  Solicitors,  &c. 

(6)  Vouch  Rents  received  with  Rental  Books, 
paying  particular  attention  to  arrears  and 
allowances. 

(7)  Vouch  Interest,  Dividends,  &c.,  from  the 
Counterfoils  of  Interest  and  Dividend  War- 
rants, and  see  that  all  Income  that  should 
have  been  received  has  been  received. 

(8)  Vouch  Interest  on  Cash  on  Deposit  with 
Deposit  Notes.  The  Interest  allowed  usually 
varies  with  the  Bank  rate,  and  is  generally 
1|-  per  cent,  lower. 

B  2 
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(9)  See  that  no  Income  Tax  has  been  paid,  or 
where  Tax  has  been  paid  by  deduction  see 
that  it  is  duly  recovered. 

(10)  Vouch  Payments,  and  if  the  Cash  Book  is 
in  columnar  form,  see  that  the  items  are 
extended  in  the  right   subsidiary  column. 

(11)  Vouch  Petty  Cash  Book,  and  count  balance 
in  hand,  noting  that  there  are  no  I O  U's 
contained  therein. 

(12)  Check  all  Ledger  postings,  including  the 
totals  of  the  various  columns  in  the  Petty 
Cash  Book.  The  Ledger  colum_n  which  is 
used  for  items  for  which  there  is  no  specific 
subsidiary  column  will  be  posted  in  detail. 

(13)  Verify  Securities  and  Title  Deeds,  and  see 
the  Trust  Deed  if  they  are  held  in  the  name 
of  Trustees. 

(14)  See  that  all  funds  left  for  specific  purposes 
have  been  applied  to  those  purposes. 

(15)  Check  printed  List  of  Subscriptions  and 
Donations,  and  agree  with  total  shown  in 
the  Accounts. 

(16)  Check  Income  and  Expenditure  Account,  or 
Receipts  and  Payments  Account,  as  the 
case  m.8by  be. 

(17)  If  the  Charity  is  incorporated  under  the 
Com^panies  Acts  as  a  Company  Limited  by 
Guarantee,  see  that  the  Memorandum  and 
Articles  are  complied  with,  and  append 
Report  in  accordance  with  the  Act. 
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CHURCH. 

The  following  are  the  principal  points  in  the 
audit  of  a  Church  : — 

(1)  Cast  Cash  Book. 

(2)  Check  Cash  Book  with  Pass  Book,  and 
agree  reconciliation  statement.  Obtain  Cer- 
tificate of  Bank  balance. 

(3)  Vouch  Receipts  from  Offertories  with  Offer- 
tory Book,  and  see  that  the  amount  received 
is  initialled  by  the  Curate  in  Charge  or 
Churchwarden,  also  that  it  agrees  with  the 
amount  paid  into  the  Bank. 

(4)  See  that  all  Offertories  for  special  purposes, 
such  as  the  poor,  charities  outside  the 
parish,  foreign  missions,  schools,  &c.,  are 
duly  credited  to  their  proper  accounts,  and 
either  applied  to  the  purposes  for  which 
they  were  offered,  or  handed  over  to  the 
respective  charities  concerned. 

(5)  Vouch  all  Special  Offertories  for  the  Clergy 
Stipend  Fund  and  the  Vicar's  Easter  Offer- 
ings, and  see  that  they  are  credited  to  the 
proper  accounts. 

(6)  Vouch  Pew  Rents  (if  any)  with  Pew  Rent 
Register,  and  where  the  same  are  divided 
between  the  Vicar  and  the  Church,  see  that 
the  allocation  is  properly  made. 
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(7)  In  the  event  of  the  Church  being  in  receipt 
of  income  from  Endowments,  Investmer)ts, 
Legacies,  &c.,  vouch  the  same  in  the  usual 
manner. 

(8)  See  that  no  Income  Tax  has  been  paid,  and 
if  any  has  been  paid  by  way  of  deduction, 
see  that  it  is  duly  recovered. 

(9)  Vouch  Cash  Payments,  and  if  distinct 
accounts  are  kept  for  the  Schools,  see  that 
proper  apportionments  are  made  as  between 
the  Chm-ch  and  Schools  for  Insurance,  Heat- 
ing, Lighting,  Gas,  Repairs,  &c. 

(10)  Vouch  Petty  Cash  and  count  balance  in  hand. 

(11)  It  is  usual  for  the  accounts  to  run  from 
Easter  to  Easter,  and  not  for  a  calendar 
year,  as  this  is  the  ecclesiastical  year,  and 
consequently  the  period  may  be  either  more 
or  less  than  a  calendar  year,  as  the  case  may 
be.  This  gets  over  the  difficulty  of  one 
year  including  two  Easters  and  the  accom- 
panying Offertories  in  respect  thereof. 

(12)  At  the  close  of  each  period  check  the  Income 
and  Expenditure  Account  and  schedules  of 
outstanding  liabilities. 
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CLUB. 

The  following  are  the  principal  points  in  the 
audit  of  a  Club  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book  and  agree 
R-econciliation  Statement.  Obtain  Certificate 
of  Bank  Balance. 

(4)  Vouch  Entrance  Fees  and  Annual  Subscrip- 
tions with  counterfoil  Receipt  Books. 

(5)  Verify  total  Subscriptions  with  Annual  List 
of  Members,  and  inquire  into  those  in  arrear. 

(6)  Vouch  Rents  of  Apartments,  Lockers,  &c. 

(7)  Vouch  Income  from  Investments. 

(8)  Vouch  Steward's  Receipts,  seeing  that  there 
is  an  effective  system  of  check  as  regards  the 
Dining  Room,  Billiards,  Wines,  Cigars,  &c. 

(9)  See  that  proper  Stock  Accounts  are  kept  of 
wines,  cigars,  &c.,  and  that  any  wines,  &c., 
which  are  not  the  property  of  the  Club,  but 
of  wine  merchants,  are  specially  recorded  as 
such. 

(10)  Vouch  Cash  Payments. 

(11)  Vouch  Wages  and  Salaries  Books. 

(12)  Vouch  Bought  Journal  with  invoices,  and 
see  that  they  are  initialled  by  some  respon- 
sible official,  and  referenced  into  the  Stock 
Books. 
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(13)  See  that  Depreciation  on  Lease,  China,  Glass, 
Linen,  &c.,  is  properly  dealt  with,  and  that 
renewals  are  charged  to  revenue. 

(14)  See  that  proper  reserves  are  made  for  re- 

decoration. 

(15)  Verify  Title  Deeds,  Securities,  &c. 

(16)  Examine  Stock  Sheets,  and  see  that  the 
same  are  properly  certified. 

(17)  See  that  all  outstandings  are  brought  into 
account. 
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COLLIERY. 

The  following  are  the  principal  points  in  the 
a-iidit  of  a  Colliery  : — 

(1)  Ascertain  system  of  Internal  Check.    . 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
Reconciliation  Statement,  and  obtain  Certi- 
ficate of  Bank  Balance. 

(4)  Vouch  Cash  Book. 

(5)  Check  all  Cash  Postings. 

(6)  Vouch  Petty  Cash  Book  and  count  balance. 

(7)  Vouch  Wages  with  Wages  Books,  seeing  that 
they  are  properly  certified,  and  check  a 
certain  proportion  of  casts  and  extensions. 
The  system  of  preparing  Wages  Sheets  and 
of  paying  Wages  must  be  carefully  inquired 
into,  and  it  should  be  seen  that  all  deduc- 
tions are  properly  dealt  with. 

(8)  Check  impersonal  postings. 

(9)  Check  all  credit  postings  in  Sales  Ledgers. 

(10)  Check  balances  on  Sales  Ledgers  with  par- 
ticular reference  to  provision  for  Bad  Debts. 

(11)  Check  total  accounts  representing  Bought 
and  Sold  Ledgers  (if  any),  and  see  that  the 
balances  agree  with  the  balances  on  the 
Personal  Ledgers. 

(12)  Check  Bought  Journal  with  Invoices,  seeing 
that  the  same  are  properly  initialled  by  the 


26  COLLIERY. 

parties  responsible  for  passing  them,  and 
that  they  are  extended  into  their  proper 
column  if  the  Journal  is  in  columnar  form. 

(13)  Check  balances  of  Bought  Ledger,  and  verify 
with  statements. 

(14)  Inspect  Leases  and  Output  Books  for  mini- 
mum or  dead  rent,  royalties,  short  workings, 
&c.,  and  see  that  no  short  workings  are 
im.properly  carried  forward. 

(15)  See  that  the  allocation  of  expenditure  on 
wages,  stores  and  materials  between  capital 
and  revenue  is  properly  made. 

(16)  See  that  the  Development  Accounts  are 
written  off  over  the  term  during  which  they 
are  expected  to  prove  fruitful.  Particularly 
see  that  all  pit  timber,  which  is  very  perish- 
able, is  charged  against  revenue  as  used, 
unless  there  is  strong  evidence  for  the 
expenditm^e   being  carried  forward. 

(17)  Check  the  accounts  relating  to  wagons  on 
hire-purchase,  and  see  that  the  proportion 
of  each  instalment  representing  interest  is 
charged  to  Profit  and  Loss. 

(18)  See  that  all  outstanding  liabilities  and  railway 
accounts  are  properly  brought  into  account. 

(19)  Ascertain  that  proper  provision  is  made  for 
depreciation  of  plant,  tram  lines,  &c. 

(20)  See  whether  it  is  necessary  to  provide  for 
depreciation  of  the  leasehold,  or  for  the 
exhaustion  of  the  freehold,  and  if  provision 


COLLIERY. 


27 


is  made,  see  that  it  is  made  in  the  case  oF 
leasehold  according  to  the  terms  of  the 
lease,  and  in  the  case  of  freehold  in  pro- 
portion to  the  output  during  each  period. 

(21)  Check  Weight  Accounts  with  opening  stock 
of  coal,  coal  raised  during  the  period,  coal 
sold,  and  closing  stock. 

(22)  See  that  stock  is  taken  at  cost  or  under. 

(23)  Verify  Title  Deeds  and  other  securities,  if 
any. 
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CO-OPERATIVE   SOCIETY. 

The  following  are  the  principal  points  in  the 
Audit  of  a  Co-operative  Society  : — 

(1)  Examine  Regulations  of  Society. 

(2)  Ascertain  system  of  Internal  Check. 

(3)  Cast  Cash  Books  and  test  Extensions,  obtain 
Certificate  from  Bank,  and  count  Cash  in 
hand. 

(4)  Check  Cash  to  Cash  Summaries,  cast  Sum- 
maries, and  check  Impersonal  postings. 

(5)  Vouch  Shop  Sales  with  daily  Sales  Sum- 
maries, and  agree  total  with  quarterly 
Summary  of  Sales  on  which  Dividends  are 
payable. 

(6)  Vouch  payments. 

(7)  Vouch  Bought  Journal  with  Invoices,  test 
Extensions,  and  check  Impersonal  postings. 

(8)  Examine  Stock  Sheets,  and  see  duly  cer- 
tified by  responsible  officials ;  examine  Stock 
Accounts  ;  ascertain  recognised  percentage 
of  leakage,  and  if  exceeded  require  ex- 
planation. 

(9)  Examine  Share  Ledgers,  vouching  Capital 
Receipts,  testing  transfers  in  respect  of 
Dividends  not  withdrawn,  fines,  interest, 
&c.  ;  vouch  withdrawals,  seeing  that  they 
are  authorised.     Check  to  Summaries. 

(10)  Check  Loan  transactions. 
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(11)  Check  Dividend  calculations  to  members 
and  non-members  in  total,  and  test  detail 
calculations  of  Dividend  and  Interest. 

(12)  Check  transactions  in  respect  of  Clothing 
Clubs,  Penny  Banks,  &c.,  and  see  that 
Regulations  are  observed. 

(13)  Check  Education  Fund  Accounts. 

(14)  Examine  Building  Department  Accounts, 
vouching  all  advances  and  repayments, 
testing  Interest,  &c. 

(15)  Verify   Investments,    Building   Department 

Mortgages,  &c. 

Audit  Certificate. 

In  addition  to  Quarterly  (or  periodical)  Cer- 
tificate in  accordance  with  the  Rules,  the  Auditor 
must  certify  the  Return  sent  in  annually  to  the 
Registrar- General  of  Friendly  Societies,  under 
section  13  of  the  Industrial  and  Provident  Societies 
Act,  1893,  as  follows  : — 

"  The  undersigned  having  had  access  to  all  the 
Books  and  Accounts  of  the  Society,  and  having  examined 
the  foregoing  General  Statement,  and  verified  the  same 
with  the  Accounts  and  Vouchers  relating  thereto,  now 
sign  the  same  as  found  to  be  correct,  duly  vouched, 
and  in  accordance  with  law." 
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ELECTRIC   LIGHTING   UNDERTAKING. 

The  following  are   the  principal  points  in  the 
audit  of  an  Electric  Lighting  Undertaking : — 

(1)  See  "Provisional  Order." 

(2)  Ascertain  system  of  Internal  Check. 

(3)  Cast  Cash  Book,  and  obtain  Certificate  of 
Bank  balance. 

(4)  Vouch  Receipts  from  Consumers  with  Col- 
lectors' Receipt  Books. 

(5)  Test  Debits  to  Consumers'  Ledger  with — 

(a)  Meter    Books    for    current     consumed, 

checking  calculations  occasionally. 
(h)   Hire  of  Meters  with  Register  of  Meters. 

(c)  Hire  or  Hire-Purchase    of   fittings  with 
Register  of  fittings  on  hire. 

(d)  Sale  of   fittings   from  Sales  Day  Book. 

(6)  Check  Receipts  from  Consumers  to  Credit 
of  Rental  Ledger. 

(7)  Vouch  Allowances,  Bad  Debts,  &c.,  with 
Allowances  Book,  and  see  they  are  periodically 
certified  by  a  Director. 

(8)  See  Arrears  properly  carried  forward. 

(9)  See  Agreements  with  Consumers  supplied  on 
special  terms. 

(10)  Cast  Consumers'  Ledger,  and  check  to  Sum- 
mary, agreeing  same  with  Impersonal 
Accounts. 
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(11)  See  Contract  with  Local  Authority  for  Public— 
Lighting. 

(12)  Test  Allocations  of  Invoices,  and  check 
postings  of  Invoice  Day  Books  to  Expen- 
diture Accounts. 

(13)  See  Outstandings  properly  dealt  with. 

(14)  Examine  Stock  Sheets,  see  properly  certified, 
and  compare  with  Stock  Ledgers. 

(15)  See  that  Salaries  of  Engineers,  Secretary, 
Accountants,  &c.,  are  properly  allocated 
under  Generation,  Distribution  and  Manage- 
ment respectively,  and  that  such  allocation 
is  certified  by  Managing  Director,  Chairman, 
or  Chief  Engineer. 

(16)  Vouch  Payments,  including  Wages,  &c. 

(17)  Vouch  all  Capital  Expenditure,  seeing  that 
Repairs  and  Renewals  are  properly  dealt 
with. 

(18)  Check  Depreciation,  and  see  that  only  proper 
charges  are  debited  to  Depreciation  Fund 
Account. 

(19)  Vouch  Share  Capital  Accounts,  and  check 
Dividends,  seeing  that  authorized  rate  is 
not  exceeded. 

(20)  See  that  Accounts  are  made  up  in  prescribed 
form. 

Note. — For  the  Form  of   Accounts  prescribed, 
see  Spicer  ds  Pegler's  Book-keeping  and  Accounts. 
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ESTATE  AGENT,   SURVEYOR,   &c. 

The  following  are  the   principal  points  in  the 
audit  of  an  Estate  Agent's  Accounts  : — 

(1)  Ascertain  provisions  of  Partnership  Deed 
(if  any). 

(2)  Examine  system  of  Internal  Check. 

(3)  Cast  Cash  Book. 

(4)  Check  Cash  Book  with  Pass  Book,  and  agree 
the  reconciliation  statement.  Obtain  Cer- 
tificate of  balance  from  the  Bank. 

(5)  Ascertain  how  Clients'  and  Office  Moneys  are 
dealt  with  respectively. 

(6)  Vouch  Petty  Cash .  Book,  seeing  that  all 
items  are  extended  into  their  proper  columns, 
and  that  all  disbursements  made  on  account 
of  CHents  are  properly  dealt  with.  Count 
balance  in  hand. 

(7)  See  Fees  and  Charges  are  properly  recorded 
through  a  Fees  and  Charges  Book. 

(8)  Vouch  Allowances  to  Clients. 

(9)  Check  Balances  of  Clients'  Ledger. 

(10)  Check  the  Credit  Balances  shown  in  the 
Clients'  Ledger  with  the  Schedules  of  moneys 
in  hand  on  account  of  Clients,  as  shown  by 
the  Cash  Book. 

(11)  See  that  proper  Reserves  are  made  for  Bad 
Debts. 
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(12)  Vouch  Bought  Journal  with  Invoices  for 
Purchases  made,  and  note  that  they  are 
properly  initialled  by  the  persons  respon- 
sible for  the  passing  of  the  same,  and 
charged  up  to  the  proper  Accounts. 

(13)  Vouch  the  Advertising  Journal  with  the 
Invoices  from  the  Newspaper  Proprietors, 
and  see  that  all  Expenditure  properly 
chargeable  to  Clients  is  so  charged  up. 

(14)  Check  Postings  of  Advertising  Journal  into 
Advertising  Ledger. 

(15)  Check  the  Outstanding  Fees  and  Charges 
undebited  to  the  Client,  and  see  that  proper 
provision  has  been  made  for  Allowances. 
See  that  the  Schedule  of  these  items  is 
signed  by  the  Partners. 

(16)  See  that  all  Outstanding  Assets  and  Lia- 
bilities are  taken  into  consideration. 
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EXECUTORS'  AND   TRUSTEES'   ACCOUNTS. 

The  following   are  the  principal  points  in  the 
audit  of  Executors'  and  Trustees'  Accounts  : — 

(1)  Examine  the  Will,  and  carefully  note  the 
instructions  of  the  Deceased  with  relation 
to  all  points  affecting  the  Accounts. 

(2)  Examine  Estate  Duty  Account  and  correc- 
tive affidavits  for  Estate  Duty  (if  any),  seeing 
that  all  Assets  and  Liabilities  of  which 
existence  is  known  are  properly  included. 

(3)  Vouch  Opening  Journal  Entries  with  Estate 
Duty  Account. 

(4)  When  Investments  at  date  of  death  are 
quoted  cum.  div.,  see  that  the  accruing 
Dividend  is  not  brought  into  the  Estate 
Duty  Account  in  addition  to  the  price. 

(5)  Cast  the  Cash  Book. 

(6)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconciliation  statement.  Obtain  Certifi- 
cate of  Bank  balance. 

(7)  Vouch  Sale  of  Investments  and  Property  by 
Brokers'  Sold  Notes,  Auctioneers'  Accounts, 
&c. 

(8)  Vouch  Interest  and  Dividends  from  Counter- 
foil Warrants,  reference  to  Scrip,  &c. 


executors'  and  trustees'  accounts. 


35 


(9)  Vouch  Rents  Received  with  Counterfoil  Rent- 
Receipt  Books. 

(10)  Vouch  Payments. 

(11)  See  that  all  income  that  should  have  been 
received  has  been  received. 

(12)  See  that  all  apportionments  necessary  under 
the  Apportionment  Act,  1870,  have  been 
properly  made. 

(13)  If  a  rent  roll  is  kept,  examine  the  same  with 
the  counterparts  of  Tenants'  Leases  and 
Agreements,  and.  see  that  all  rents  that 
ought  to  have  been  received  have  been 
accounted  for.  Inquire  carefully  into  arrears 
and  allowances. 

(14)  See  that  all  investments  are  in  accordance 
with  the  terms  of  the  Will  or  the  Trustees' 
Acts,  and  carefully  verify  all  transactions 
in  securities. 

(15)  See  that  no  devastavit  has  been  committed 
in  respect  of  capital,  and  that  all  proper 
allocations  between  capital  and  income  have 
been  made. 

(16)  See  that  the  distribution  of  the  estate  follows 
the  Will. 

(17)  If  any  specific  trusts  are  created  under  the 
Will,  see  that  these  are  properly  recorded 
in  the  books,  and  the  specific  investments 
made  in  respect  thereof  duly  ear-m.arked. 

{18)  Verify  the  existence  of  securities,  title  deeds, 
&c. 
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(19)  Check  all  casts  and  postings. 

(20)  Check  Income  Account,  seeing  that  no 
income  has  been  brought  into  account  that 
has  not  been  actually  received  in  cash 
within  the  period  covered  by  the  account. 

Audit   Certificate, 

If  appointed  Auditor  under  the  Public  Trustee 
Act,  1906,  the  Auditor  must  satisfy  himself  that 
he  can  properly  sign  the  certificate  required  by 
section  13  of  the  Act,  as  follows  : — 

"  I  certify  that  the  above  Accounts  exhibit  a  true 
view  of  the  state  of  the  affairs  of  the  Trust, 

and  that  I  have  had  the  Securities  and  the  Trust  Fund 
Investments  produced  to  me,  and  that  I  have  verified 
the  same." 
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FIRE     INSURANCE     COMPANY. 

The  following  are  the  principal  points  in  the 
audit  of  a  Fire  Insurance  Company : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Chec]^  General  Cash  Book  with  subsidiary 
Cash  Books.  Verify  Bank  balance,  and  count 
cash  in  hand. 

(3)  Check  Premium  Cash  Books  with  counterfoil 
Receipt  Books. 

(4)  Check  Premium  Income  with  Policy  Book, 
Renewals  Register,  Lapsed  Policies,  &c. 

(5)  Vouch  Income  from  Investments. 

(6)  Vouch    miscellaneous  receipts. 

(7)  Vouch  expenses.   . 

(8)  Vouch  Agents'  Commission  with  Receipts, 
Agents'  Accounts,  &c.  Care  should  be  taken 
to  see  that  no  commission  is  paid  in  respect 
of  premiums  received  by  the  Head  Office 
without  the  intervention  of  an  Agent.  See 
that  all  commission  outstanding  is  brought 
into  account. 

(9)  Test  some  of  the  accounts  in  the  Agents' 
Ledgers  with  the  original  returns  from  the 
Agents,  seeing  that  the  latter  are  properly 
signed.  . .  ^ 

(10)  Test  claims  with  papers,  and  see  that  all 
claims  notified  but  not  admitted  are  pro- 
vided for. 
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(11)  Check  Reinsurances,  and  see  that  all  out- 
standing liabilities  on  this  account  are 
provided  for. 

(12)  See  that  the  Premium  Reserve  carried  forward 
is  adequate. 

(13)  Verify  the  Securities,  adopting  the  usual 
precautions,  and  see  that  all  accrued 
interest  and  dividends  likely  to  be  received 
have  been  taken  credit  for. 

(14)  See  that  proper  provision  has  been  made 
for  bad  and  doubtful  debts. 

(15)  Check  all  Ledger  Balances. 

(16)  See  that  the  Accounts  are  in  the  form  pre- 
i      scribed   by   the    Assurance    Companies  Act, 

1909. 
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FOREIGN    MINE. 


The  following  are   the  principal  points  in  the 
audit  of  a  Mine  situated  abroad  : — 

Note. — There  are  various  methods  of  keeping 
Foreign  Mine  Accounts,  but  it  will  be  assumed  in 
this  instance  that  Duplicate  Mine  Books,  viz., 
Journal,  Cash  Book  and  Ledger,  are  kept  at  the 
Head  Office  in  currency,  and  written  up  from 
the  periodical  Returns  sent  by  the  Mine  Manager, 
and  that  no  Local  Audit  is  performed. 
Mine  Books  at  Head  Office. 

(1)  Cast  Certified  Cash  Returns  sent  over  from 
the  Mine,  and  see  that  they  are  properly 
incorporated  in  the  Mine  Cash  Book. 

(2)  Vouch  Remittances  from  the  Head  Office 
with  the  Head  Office  Books. 

(3)  Vouch  proceeds  of  Sale  of  Ore  with  Returns 
from  Agents,  if  sold  from  the  Mine  direct. 

(4)  Vouch  proceeds  of  Sale  of  Residuals. 

(5)  Vouch  Cash  Payments  at  Mine,  with  par- 
ticular attention  to  Wages,  seeing  that  these 
are  dealt  with  on  a  proper  S3^stem. 

(6)  If  a  copy  of  the  Mine  Pass  Book  is  sent  over, 
check  the  same  with  the  Mine  Cash  Book, 
and  agree  reconciliation  statement,  seeing 
Certificate  from  the  Bank  for  the  balance. 

(7)  Check  all  Cash  postings  to  Mine  Ledger. 
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(8)  Examine  the  Certified  Journal  Returns  from 
the  Mine,  and  see  that  they  are  properly 
entered  in  the  Mine  Journal. 

(9)  Vouch  Journal  entries  with  any  evidence 
that  is  available,  and  check  postings  of  the 
same  to  the  Mine  Ledger.  These  entries 
are  very  important,  as  they  record  the 
proper  allocation  of  all  Expenditure  in  the 
shape  of  Wages,  Stores,  &c.,  between 
Capital  and  Revenue. 

(10)  Cast  Mine  Ledger,  and  check  Mine  Trial 
Balance. 

(11)  See  Certified  Schedules  of  Debtors  and 
Creditors,  Stock  of  Ore,  Stores  and  Materials 
on  hand,  &c. 

(12)  See  that  all  Outstandings  are  brought  into 
Account. 

(13)  Carefully  peruse  the  Mine  Manager's  Report 
dealing  with  the  Development  Accounts, 
and  see  that  a  proper  amount  is  charged 
to  Revenue  in  respect  thereof.  Temporary 
development  should  be  WT-itten  off  in  the 
period  in  which  it  is  expected  to  prove 
fruitful. 

(14)  See  the  Mine  Manager's  Report  as  to  the 
condition  of  Plant  and  Machinery,  and 
ascertain  that  proper  Depreciation  has  been 
provided. 

(15)  Check  the  conversion  of  the  ciu-rency  Trial 
Balance   of    the   Mine    books   into   sterling, 
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and  unless  the  conversion  is  made  at  a- 
iixed  rate  of  exchange,  see  that  the  fixed 
Assets  are  converted  at  the  original  rate  of 
exchange,  the  floating  Assets  and  Liabilities 
at  the  rate  of  the  day  of  the  Balance  Sheet, 
Revenue  balances  at  the  average  rate  for 
the  period,  and  Remittances  at  the  actual 
rate. 

Head  Office  Boohs, 

<16)  Cast  the  Cash  Book. 

(17)  Check  Cash  Book  with  Pass  Book,  and  agree 
the  reconciliation  statement.  Obtain  Cer- 
tificate of  Bank  balance. 

(18)  Vouch  Pett}^  Cash  Book,  and  count  Balance 
in  hand. 

(19)  Vouch  Cash  Book. 

(20)  If  the  Ore  is   not  sold  at  the  Mine,  vouch 

Account  Sales,  and  see  that  they  are  pro- 
perly incorporated  in  the  books. 

(21)  Vouch  Transfer  Fees. 

(22)  Check  all  Cash  postings. 

(23)  Vouch  Journal  Entries,  and  check  all 
postings. 

(24)  Vouch  Directors'  Fees,  and  see  that  they  are 
property  payable,  and  see  that  the  Directors' 
Qualification  (if  any)  is  maintained. 

(25)  Cast  Ledger. 

(26)  Reconcile  Mine  Current  Account  with  the 
conversion  of    the  Head   Office  Account  in 
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the  Mine  books,  and  see  that  the  difference 
on  exchange  is   properly  adjusted. 

(27)  See  that  the  Mine  and  Head  Office  Accounts 
are  properly  amalgamated. 

(28)  Vouch  items  of  Cash  and  Ore  in  transit. 

(29)  Verify  Title  Deeds  of  Mine  property. 

(30)  Vouch  original,  and  subsequent  issues  of 
Share  Capital  in  detail,  and  check  Balances 
on  Share  Ledgers,  and  see  that  the  total 
agrees  with  the  total  Capital  issued  as 
shown  bv  the  Balance  Sheet. 
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FRIENDLY    SOCIETY. 

The  following  are   the  principal  points  in  the 
audit  of  a  Friendly  Society  : — 

(1)  See  Hegnlations  of  Society. 

(2)  Ascertain  system  of  Internal  Check. 

(3)  Cast  Contributions  Cash  Book,  and  check  to 
the  General  Cash  Book. 

(4)  Cast  Sick  Payments   Register,  and  check  to 
General  Cash  Book. 

(5)  Cast    General    Cash    Book,    and    check    to 
Treasurer's  Cash  Book. 

(6)  Vouch  a  proportion  of  Contributions. 

(7)  Vouch  Sick  Payments  and  other  benefits. 

(8)  Vouch  payments  in  respect  of  Management 
Expenses. 

(9)  Cast  Fines  Book,  and  check  to  Fines  Account. 
(10)  Members'  Ledger  Accounts — 

(a)  Check  Entrance  Fees. 

(b)  See  that  new  members  are  properly 
charged,  according  to  age  and  benefits 
acquired. 

(c)  Check  a  certain  number  of  calculations 
in  respect  of  contributions  due,  seeing 
that  proper  amount  is  charged. 
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(d)  Test  Cash  postings  from  Cash  Book. 

(e)  Test  Fines  from  Fiae  Books. 

(/)  See  arrears  properly  carried  forward. 

(11)  Check  Impersonal  Accounts  from  Ledger 
Summaries,  and  see  proper  allocations. 

(12)  Test  a  proportion  of  Contribution  Cards  or 
Pass  Books. 

(13)  See  that  Management  Expenses  are  properly 
incurred  and  authorized,  and  that  payments 
in  the  nature  of  benefits  are  not  charged  to 
Management  Fund. 

(14)  See  that  any  deficit  on  Management  Fund  is 
met  by  a  levy  on  the  members  of  the  Society. 

(15)  Check  each  of  the  Benefit  Fund  Accounts, 
and  prove  balance. 

(16)  Check  Interest  and  Dividends,  seeing  that 
all  income  of  this  nature  that  should  have 
been  received  is  duty  accounted  for. 

(17)  Verify  all  investments,  seeing  that  funds 
are  either  deposited  with 

Post  Office  Savings  Bank, 
Trustee  Savings  Bank, 
National  Debt  Commissioners, 

or     are    invested    otherwise    in    accordance 

Avith  the  Rules  of  the  Society. 

(18)  Count  Cash  in  hands  of  Secretary  or  Trea- 
surer, and  obtain  Certificate  of  Bank  balance. 
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(19)  See  that  accounts  are  made  up  in  form  of 
Return  prescribed  by  Registrar-Genera^  ot 
Friendly  Societies. 

Audit  Certificate. 

The  Auditor  must  satisfy  himself  that  lie  can 

sign  the  Certificate  required   by  section  26  of  the 

Friendly  Societies  Act,  1896,  as  follows  : — 

"  The  undersigned,  having  had  access  to  all  the 
Books  and  Accounts  of  the  Society,  and  having  examined 
the  foregoing  General  Statement,  a,nd  verified  the  s?.me 
with  the  Accounts  and  Vouchers  relating  thereto,  now 
sign  the  same  as  found  to  be  correct,  duly  vouched, 
and  in  accordance  with  Law  " — 

or  report  to  the  Society  as  to    the   points   upon 

which  such  Accounts  are  not  correct,  duly  vouched^ 

or  in  accordance  with  Law. 
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GAS  COMPANY. 

The  following  are  the  principal  points  in  the 
audit  of  a  Gas  Company's  accounts  : — 

(1)  See  Private  Act. 

(2)  Examine  Regulations   and  Minute  Books. 

(3)  Ascertain  system  of  Internal  Check. 

(4)  Cast    Cash    Book,    get    Certificate    of   Bank 
balance,  and  count  Cash  in  hand. 

(5)  Vouch  Receipts  with  Collecting  Books. 

(6)  Vouch  Payments. 

(7)  Rental  Ledger  : 

(a)  Test  Meter   States  Book  for  consump- 

tion of  Gas. 

(b)  Test  Meter  Register  for  Meter  Rents. 

(c)  Test  Sales  Day  Book  for  Fittings. 
{d)  Check  Cash  Postings. 

(e)  Check  Allowances  and  Bad  Debts  from 
Allowances  Book,  seeing  that  same  are 
certified. 

(/)  See  arrears  carried  forward  correctly. 

(g)  Check  to  Summary. 

(h)  Check  total  Impersonal  Postings. 

(8)  See  Contracts  for  Public  Lighting. 

(9)  Vouch  Purchases,  test  analysis  of  Purchase 
Book,  and  examine  Contracts. 

(10)  Vouch  Capital  Expenditure,  and  obtain 
certified  allocation  between  Capital  and 
Revenue. 
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(11)  Verify  Capital  Receipts,  seeing  tenders  or 
Auctioneers'  Sale  Notes  for  issues  subsequent 
to  original  issue. 

(12)  Vouch  Deposit  Account. 

(13)  See  that  yard  arrangements  are  satisfactory. 

(14)  Test  Cash  Sales. 

(15)  Test  Sales  of  Residuals  and  Fittings  on 
credit  from  Day  Books  to  Sales  Ledgers, 
and  check  Cash  Postings. 

(16)  Cast  Bad  Debts  and  Allowances  Book,  check 
detail  and  total  postings,  and  see  properly 
authorized. 

(17)  Slot  Meters. — See  that  Meter  Readings  are 
taken  independently  of  Cash  Collection,  if 
possible,  and  that  same  Reader  and  Collector 
do  not  always  work  together. 

(18)  Check  Depreciation  Funds. 

(19)  Cast  Stock  Sheets  agreed  with  Stock  Ledgers, 
test  prices,  and  see  properly  certified. 

(20)  Verify  Investments. 

(21)  Check  Dividend  Account,  and  see  autho- 
rized rate  is  not  exceeded. 

(22)  See  Accounts  drawn  up  in  proper  form. 
Note. — For  the  form  of    accounts  prescribed 

by  the  Gas  Works  Clauses  Act,  1871,  see  S^ncer  dh 
Pegler^s  Book-keeping  and  Accounts. 
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HOSPITAL. 

The  following  are  the   principal  points  in  the 
audit  of  a  Hospital : — 

(1)  Ascertain  system  of  Internal   Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconciliation  statement,  obtain  Certificate 
of  Bank  balance. 

(4)  Check  Receipts  with  Counterfoil  Receipt 
Books,  and  see  that  all  spoilt  receipts  are 
produced.  The  counterfoil  receipts  should 
be  printed  with  the  name  of  the  Hospital, 
and  numbered  consecutively. 

(5)  Vouch  Legacies  with  Legacy  Register,  and 
letters  from  Solicitors,  &c. 

(6)  Vouch  Rents  Received  with  Rental  Books ; 
pay  particular  attention  to  arrears  a!id 
allowances. 

(7)  Vouch  Interest,  Dividends,  &c.,  from  the 
counterfoils  of  interest  and  dividend  warrants, 
and  see  that  all  income  that  should  have 
been  received  has  been  received. 

(8)  See  that  no  Income  Tax  has  been  paid,  or 
where  Tax  has  been  paid  by  deduction,  that 
it  has  been  recovered. 

(9)  Vouch  Payments. 

(10)  Vouch  Petty  Cash  Book,  and  count  balance 
in  hand. 
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(11)  Vouch  Bought  Journal  with  Invoices,  and 
see  that  the  same  are  initialled  by  responsible 
officials. 

(12)  Check  all  Ledger  Postings. 

(13)  Verify  Securities  and  Title  Deeds,  and  see 
the  Trust  Deed,  if  they  are  held  in  the  name 
of  Trustees. 

(14)  See  that  all  funds  left  for  specific  purposes 
have  been  applied  to  such  purposes. 

(15)  Check  printed  list  of  Subscriptions  and 
Donations,  and  agree  with  the  total  shown 
in  the  accounts. 

(16)  If  the  Hospital  is  in  receipt  of  grants  from 
any  of  the  official  Hospital  Funds,  see  that 
the  accounts  are  drawn  up  in  the  required 
form. 
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HOTEL. 

The  following  are  the   principal  points  in  the 
audit  of  an  Hotel : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconciliation  statement,  and  obtain  Certi- 
ficate of  Bank  balance. 

(4)  Vouch  Cash  Book. 

(5)  Check  all  Cash  Postings. 

(6)  Vouch  Petty  Cash  Book,  and  count  balance. 

(7)  Vouch  Wages  with  Wages  Book,  seeing  that 
they  are  properly  certified,  and  check  a 
certain  proportion  of  casts  and  extensions. 
The*  system  of  preparing  the  Wages  Sheets 
and  of  paying  Wages  must  be  carefully 
inquired  into. 

(8)  Check  Impersonal  Postings. 

(9)  Check  Bought  Journal  with  Invoices,  seeing 
that  the  same  are  properly  initialled  by  the 
parties  responsible  for  passing  them,  and 
that  they  are  extended  into  their  proper 
column  if  the  Journal  is  in  columnar  form. 

(10)  Check  Balances  of  Bought  Ledger,  and  verify 
with  statements. 

(11)  Examine  Visitors'  Ledger,  and  vouch  the 
daily  totals  into  the  Summary,  and  from 
the  Summary  into  the  Impersonal  Ledger 
and  Cash  Book. 
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(12)  See  that  items  paid  out  on  account  of  Visitors 
are  properly  charged  up  to  them,  and 
collected. 

(13)  See  that  proper  Stock  Accounts  are  kept  for 
the  wines,  spirits,  cigars,  &c. 

(14)  See  that  the  depreciation  of  Bedding,  Linen, 
Plate,  Cutlery,  China,  &c.,  is  properly  dealt 
with.  It  is  usual  either  to  revalue  these 
items  on  the  occasion  of  each  Balance  Sheet, 
or  to  create  a  Benewals  Reserve  Account, 
crediting  thereto  an  ample  amount  accord- 
ing to  previous  years'  experience,  and 
charging  the  actual  renewals  thereto,  the 
balance  being  carried  forwards 

(15)  See  that  proper  provision  is  made  for 
depreciation  of  Furniture  and  Premises. 

(16)  See  that  proper  reserves  are  made  for  re- 
decoration,  if  necessary. 

(17)  Vouch  all  capital  expenditure. 

{18)  Verify  Title  Deeds  of  property  and  other 
securities  (if  any). 


d2 
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INSURANCE     BROKER'S     ACCOUNTS. 

The  following  are  the   principal  points  in  the 
audit  of  an  Insurance  Broker's  Accounts  : — 

(1)  Ascertain  provisions  of  Partnership  Deed  (if 
any). 

(2)  Examine  system  of  Internal  Check. 
(3)'  Cast  Cash  Book. 

(4)  Check  Cash  Book  with  Pass  Book,  and  agree 
the  reconciliation  statement.  Obtain  Certi- 
ficate of  balance  from  Bank. 

(5)  Vouch  Cash  Book. 

(6)  Vouch  Petty  Cash  Book,  and  count  balance. 

(7)  Check  all  Cash  Postings. 

(8)  Cast  the  Premium  and  Claim  Journals,  and 
see  that  the  totals  of  brokerage  and*  stamp 
columns  are  posted  to  their  respective 
accounts. 

(9)  Check  Clients'  Ledgers,  and  see  that  the 
accounts  are  properly  agreed,  and  check 
balances  on  to  the  Schedules ;  see  that 
proper  provision  is  made  for  Bad  Debts. 

(10)  Check  Underwriters'  Ledger,  seeing  that  the 
accounts  are  properly  agreed,  and  check 
balances  on  to  the  Schedules. 

(11)  Check  Private  or  General  Ledger,  and  see 
that  all  outstandings  are  property  brought 
into  account. 
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(12)  Check  total  accounts  (if  any),  representing 
Clients'  and  Underwriters'  Ledgers  respec- 
tively, and  see  that  the  balances  thereon 
agree  with  the  Schedules  of  the  Personal 
balances. 

(13)  Check  postings  of  Transfer  Journal,  repre- 
senting adjustments  between  Clients'  and 
Underwriters'  Ledgers. 

(14)  Check  the  differences  written  off,  seeing 
the  same  are  not  excessive. 

(15)  Vouch  Interest  on  Deposit,  Dividends  on 
Investments,  &c. 

(16)  Verify  the  existence  of  Investments,  &c. 
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LIFE     INSURANCE     COMPANY. 

The  following  are  the   principal  points  in  the 
audit  of  a  Life  Insurance  Company : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Check  General  Cash  Book  with  subsidiary 
Cash  Books;  verify  Bank  balance,  and 
count  cash  in  hand. 

(3)  Check  Premium  Cash  Books  with  counterfoil 
Receipt  Books. 

(4)  Check  Premium  Income  with  Policy  Book, 
Renewals  Register,  Lapsed  Policies,  &c. 

(5)  Vouch  Income  from  Investments. 

(6)  Vouch  Miscellaneous  Receipts. 

(7)  Vouch  Expenses. 

(8)  Vouch  Agents'  Commission  with  Receipts, 
Agents'  Accounts,  &c.  Care  should  be  taken 
to  see  that  no  Commission  is  paid  in  respect 
of  Premiums  received  by  the  Head  Office 
without  the  intervention  of  an  agent.  See 
that  all  Commission  outstanding  is  brought 
into  account. 

(9)  Test  some  of  the  accounts  in  the  Agents' 
Ledgers  with  the  original  returns  from  the 
Agents,  seeing  that  the  latter  are  properly 
signed. 

(10)  Test  the  Claims  with  cancelled  Policies, 
Papers,  Death  Certificates,  Discharge  Notes, 
&c.  See  also  that  all  Claims  notified,  but 
not  admitted,  are  provided  for. 
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(11)  Test  Surrenders  with  Endorsed  Policies  and 
Receipts  for  Cash.  Follow  through  to 
Pohcy  Registers. 

(12)  Check  Reinsurances,  and  see  that  all  out- 
standing liabilities  on  this  account  are 
provided  for. 

(13)  Test  some  payments  to  Annuitants,  and  see 
that  the  proportion  of  Annuities  accrued  to 
the  date  of  the  Balance  Sheet  is  brought 
into  account. 

(14)  See  that  the  Premium  Reserve  carried  for- 
ward is  adequate. 

(15)  Verify  the  Securities,  adopting  the  usual 
precautions,  and  see  that  all  accrued  interest 
and  dividends  likely  to  be  received  have 
been  taken  credit  for. 

(16)  See  that  proper  provision  has  been  made  for 
bad  and  doubtful  debts. 

(17)  Check  all  Ledger  balances. 

(18)  Check  Loans  on  Company's  Policies  and 
other  securities,  and  see  that  there  is  ample 
margin. 

(19)  See  accounts  are  drawn  up  in  accordance 
with  the  form  prescribed  by  the  Assurance 
Companies  Act,  1909. 
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MANUFACTURING    COMPANY. 

The  following  are  the  principal  points  in  the 
audit  of  a  Manufacturing  Company,  and  can  be 
applied  with  the  necessary  modifications  to  similar 
businesses  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconciliation  statement,  and  obtain  Certi- 
ficate of  Bank  balance. 

(4)  Vouch  Cash  Book. 

(5)  Check  all  Cash  postings. 

(6)  Vouch  Petty  Cash  Book,  and  count  balance. 

(7)  Vouch  Wages  with  Wages  Books,  seeing  that 
they  are  properly  certified,  and  check  a 
certain  proportion  of  casts  and  extensions. 
The  system  of  preparing  the  Wages  Sheets 
and  of  paying  Wages  must  be  carefully 
enquired  into. 

(8)  Check  Impersonal  postings. 

(9)  Check  all  Credit  postings  in  Sales  Ledgers. 

(10)  Check  balances  on  Sales  Ledgers,  with  par- 
ticular reference  to  provision  for  Bad  Debts. 

(11)  Check  Total  Accounts    representing  Bought 
and  Sold  Ledgers  (if  any),  and  see  that  the 
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balances    agree    with    the    balances   on   the 
Personal  Ledgers. 

(12)  Check  Bought  Journal  with  Invoices,  seeing 
that  the  same  are  properly  initialled  by  the 
parties  responsible  for  passing  them,  and 
that  they  are  extended  into  their  proper 
column,  if  the  Journal  is  in  columnar  form. 

(13)  Check  balances  of  Bought  Ledger,  and  verify 
with  Statements. 

(14)  Check  Bill  Accounts,  and  verify  Balance  of 
Bills  Receivable. 

(15)  Verify  Title  Deeds  and  other  Securities  (if 
any). 

(16)  Vouch  Capital  Expenditure  with  original 
Documents  and  Certificates,  and  ascertain 
that  only  such  Expenditure  properly  charge- 
able to  Capital  is  so  treated. 

(17)  See  that  all  Outstandings  have  been  brought 
into  account,  whether  Assets  or  LiabiHties. 

(18)  Examine  Stock  Sheets,  seeing  that  they  are 
properly  certified,  and  test  in  usual  manner. 
Ascertain  as  far  as  possible  that  all  Goods 
brought  into  Stock  have  been  charged  to 
Purchases,  by  testing  the  Goods  Received 
Book  with  the  Bought  Journal. 

(19)  Test  Travellers'  Commission  Accounts. 

(20)  See  that  Depreciation  is  properly  provided 
for. 
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(21)  Examine  Directors'  and  Shareholders'  Minute 
Books. 

(22)  Check  the  Balances  on  the  Share  Ledgers,  and 
see  that  they  agree  with  the  total  Capital 
issued. 

(23)  If  any  Capital  has  been  issued  during  the 
year,  vouch  such  issue  in  detail. 

(24)  See  that  the  Regulations  of  the  Memorandum 
and  Articles  of  Association  on  all  points 
affecting  the  Accounts  have  been  properly 
complied  with. 

(25)  Test,  here  and  there,  books  not  checked  in 
detail. 
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MOTOR-OMNIBUS  COMPANY. 

The  following  are  the  principal  points  in  the 
audit  of  Motor-Omnibus  Companies'  Accounts  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Examine  Memorandum  and  Articles,  and 
Minute  Books. 

(3)  Cast  Cash  Book,  obtain  Certificate  of  Bank 
balance,  and  count  cash  in  hand. 

(4)  Test  Traffic  Book  with  Conductors'  Way 
Bills. 

(5)  Vouch  Passenger  Receipts  with  Traffic  Book. 

(6)  Vouch  Advertising  Receipts  with  Agents' 
Returns  and  Contracts. 

(7)  Vouch  Payments. 

(8)  Vouch  Bought  Journal  with  Invoices,  test 
extensions,  test  postings  to  Bought  Ledger, 
and  check  Impersonal  postings. 

(9)  Vouch  transactions  on  Hire-Purchase  Agree- 
ments with  Contracts,  test  Interest  calcula- 
tions, and  see  that  Interest  accrued  to  date 
of  Balance  Sheet  is  allowed  for. 

(10)  See  that  Outstandings  are  properly  adjusted. 

(11)  Cast  Stock  Sheets,  test 'extensions  and  prices, 
and  see  properly  certified. 
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(12)  Check  Plant  Ledger. 

(13)  Ascertain  that  sufficient  provision  has  been 
made  for  Depreciation,  including  that  in 
respect  of  Hire-Purchase  Plant. 

(14)  See  that  all  Maintenance  and  Repairs  are 
charged  to  Revenue,  and  examine  any 
Maintenance  Contracts. 

(15)  Vouch  Capital  Expenditure,  vouch  Dividends 
and  Interest,  and  agree  with  Share  Capital 
and  Debentures  issued. 
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RAILWAY    COMPANY. 

The  following  are  the  principal  points  to  be 
dealt  with  by  the  Shareholders'  Auditors  in  the 
audit  of  a  Railway  Company.  Most  Companies 
have  an  effectual  system  of  internal  audit,  for 
the  proper  conduct  of  which  the  Accountant  or 
Chief  Auditor  of  the  Company  concerned  is 
answerable,  and  in  respect  of  which  the  Share- 
holders' Auditor  will  take  no  responsibility. 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Examine  Private  Acts  of  Parliament,  Minute 
Books,  Contracts,   &c.,   as  necessary. 

(3)  Vouch  Coaching,  Goods,  Minerals  and 
Special  Receipts  Ledger  Accounts  with 
monthly  Summaries. 

(4)  Check  monthly  Summaries  with  Station 
and  Depot  Balance  Sheets,  seeing  these 
are  properly  certified  by  Station  Masters, 
Goods  Agents  and  Mineral  Agents,  and  by 
the  Audit  Department. 

(5)  Check  Cash  Summaries  to  General  Ledger 
Accounts,  and  see  properly  certified ;  test 
Summaries  with  Cash  Books. 

(6)  Check  a  certain  proportion  of  vouchers  for 
payments,  seeing  that  the  Internal  Check  is 
properly  carried  out. 

(7)  Test  classification  and  casts  of  Expenditure 
Journals,  and  check  to  Expenditure  Accounts. 
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(8)  Verify  Outstanding  Debtors  with  Coaching, 
Goods,  and  Minerals  Balance  Sheets,  and  with 
Departmental  certificates. 

(9)  Cast  Outstanding  Liabilities  Books,  test 
classification,  and  vouch  with  certified 
returns. 

(10)  Check  adjustments  in  respect  of  General 
Charges,  Rates  and  Taxes,  Interest,  Rents, 
&c. 

(11)  Vouch  Clearing  House  Journal  with  Railway 
Clearing  House  statements,  and  check  to 
Ledger. 

(12)  Vouch  Station  and  Departmental  Imprests, 
and  ascertain  which  have  been  verified  by 
the  Travelling  Auditors  during  the  period. 

(13)  See  that  costs  of  Parliamentary  opposition 
to  Bills,  or  of  Bills  promoted  but  not  passed, 
are  charged  to  Revenue. 

(14)  Check  Bank  Accounts  with  Cash  Books,  and 
verify  Cash  in  transit ;  check  reconciliation 
statements,  and  obtain  certificates  from 
Bankers. 

(15)  Vouch  Capital  Expenditure,  see  charged  to 
proper  accounts,  and  obtain  certified  allo- 
cation of  Expenditure  apportioned  between 
Capital  and  Revenue. 

(16)  For  purchases  and  sales  of  land  see  Deeds, 
Correspondence,  &c.,  and  refer  where  neces- 
sary to  Company's  Solicitor. 
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(17)  Check  Rents  Receivable,  noting  Arrears, 
Allowances,  &c. 

(18)  Vouch  balance  of  Stocks,  Stores,  &c.,  by 
examining  sheets  duly  certified  by  respon^ 
sible  officials  ;   test  prices. 

(19)  Verify  all  Securities. 

(20)  Check  Capital  issues  and  redemptions,  and 
verify  the  various  Capital  and  Loan  balances. 

(21)  Check  Dividend  Accounts,  and  verify  Out- 
standings. 

(22)  See  Accounts  prepared  in  Statutory  form. 

(23)  Examine  Maintenance  Certificates  of  Engineer 
and  Locomotive  Superintendents. 

Audit  Certificate, 

The  Auditor  must  satisfy  himself  that  he  can 

properly  sign  the  certificate  required  by  section  30 

of  the  Railway  Companies  Act,  1867,  as  follows  : — 

"  We  hereby  certify  that  the  foregoing  Accounts 
contain  a  full  and  true  Statement  of  the  financial 
condition  of  the  Company,  and  that  the  Dividends 
proposed  to  be  declared  on  the  Stocks  and  Shares  of 
the  Company  are  bond  fide  due  thereon  after  charging 
the  revenue  of  the  half-year  with  all  expenses  which, 
in  our  judgment,  ought  to  be  paid  thereout." 

Note. — For  the  form  of  Accounts  prescribed 
by  the  Regulation  of  Railways  Act,  1868,  see 
Spicer  6d  Peglefs  Book-keeping  and  Accounts, 
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RETAIL    STORES. 

The  following  are  the   principal  points  in  the 
audit  of  a  Retail  Stores  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Test  some  of  the  duplicates  of  Bills  handed 
to  customers,  with  the  Abstract  prepared  by 
each  Salesman. 

(3)  Check  some  of  the  Abstracts  into  the  Depart- 
mental Cash  Received  Books,  and  test  casts. 

(4)  Check  the  daily  totals  of  Departmental 
Cash  Received  Books  into  the  General  Cash 
Book. 

(5)  Vouch  and  cast  General  Cash  Book. 

(6)  Cast  Wages  and  Salaries  Books,  and  see 
properly  certified. 

(7)  Check  Cash  Book  with  Bank  Pass  Book,  and 
agree  reconciliation  statement. 

(8)  Verify  Bank  balance  and  Cash  in  hand. 

(9)  Vouch  Petty  Cash  Book,  and  verify  balance. 

(10)  Check  some  of  the  duplicates  for  Credit 
Sales  with  Sales  Journal,  and  see  that  they 
have  been  properly  entered  up. 

(11)  Vouch  Invoices  for  Purchases,  seeing  that 
they  have  been  properly  allocated  to  the 
various  Departments. 
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(12)  Test  postings  in  Bought  and  Sold  Ledgers. 

(13)  Test  allocation  of  Departmental  charges. 

( 14)  Check  Ledger  Balances,  noting  Bad  and  Doubt- 
ful Debts.  — 

(15)  Check  Casts  of  Stock  Sheets,  and  test  prices 
and  extensions ;  see  properly  certified,  and 
agree  with  Stock  Accounts  (if  any). 

(16)  Check  Impersonal  Ledger  Postings. 

(17)  See  that  proper  provision  is  made  for  depre- 
ciation of  Leaseholds,  Fixtures  and  Fittings, 
&c. 
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SHARE     CAPITAL    AUDIT. 

The  following   are   the    principal   points   in   a 
Share  Capital  audit : — 

(1)  Check  application  and  allotment  letters  with 
Application  and  Allotment  Book. 

(2)  Check  Application  and  Allotment  Book  to 
Share  Ledger. 

(3)  Check  all  Minutes  of  Allotment. 

(4)  Check  Pass  Book  with  Shareholders'  Cash 
Book. 

(5)  Check  postings  of  Shareholders'  Cash  Book 
to  Share  Ledger. 

(6)  Check  moneys  returned  to  applicants  for 
shares  not  allotted. 

(7)  In  the  event  of  shares  being  issued  other 
than  for  cash,  see  the  Contract,  and  that  it 
is  properly  filed  at  Somerset  House. 

(8)  If  any  shares  are  issued  to  the  nominees  of 
the  vendor,  see  that  written  authority  is 
given  by  the  vendor  to  allot  to  such  persons, 
and  that  the  shares  so  allotted  are  included 
in  the  contract  with  the  vendor  filed  at 
Somerset  House. 

(9)  Verify  tjbe  Calls  made,  and  check  the  Call 
Books  to  the  Share  Ledger. 
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(10)  Verify  cash  received  in  respect  of  Calls  with 
Bank  Pass  Book. 

(11)  Check  cash  received  on  account  of  Calls  to 
Share  Ledger.  -  - 

(12)  Check  balances  of  Share  Ledger,  to  see  that 
the  total  balances  agree  with  the  total 
number  of  shares  issued. 

(13)  See  that  the  total  issued  is  within  the  autho- 
rized issue  according  to  the  Memorandum 
and  Articles. 

(14)  See  that  the  minimum  subscription  (if  any) 
has  been  reached  before  Allotment. 

(15)  See  that  the  proper  Returns  of  Allotments 
have  been  made  to  Somerset  House. 
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SHARE  TRANSFER  AUDIT. 

The  following  are  the  principal  points  in  a 
Share  Transfer  a;tidit : — 

(1)  Examine  Transfer  as  to  consideration,  stamp,, 
distinctive  numbers  of  shares,  signatures,, 
and  witnesses  thereto. 

(2)  Check  old  Certificate  with  Transfer,  and 
cancel  the  same. 

(3)  Verify  Transfer  with  Share  Ledger,  to  see  that 
the  Transferor  holds  the  shares  in  question. 

(4)  Check  new  Certificate,  and  initial  same. 

(5)  Check  Balance  Certificate  (if  any). 

Note. — The  object  of  a  Share  Transfer  audit  is 
to  prevent  clerical  errors,  and  the  issue  of  duplicate 
shares,  whether  fraudulently  or  otherwise.  It 
usually  forms  no  part  of  the  ordinary  audit,  and 
is  subject  to  a  special  arrangement. 
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SHIPPING  COMPANY. 

The  following  are   the  principal  points  in  the— 
audit  of  a  Shipping  Company's  Accounts  : — 

(1)  Examine  Memorandum  and  Articles. 

(2)  Ascertain  system  of  Internal  Check. 

(3)  Vouch  Cash  payments  in  respect  of  each 
Voyage  to  Disbursements  Book. 

(4)  Vouch  Expenditure  on  Stores,  and  ascertain 
that  each  Voyage  Account  is  charged  with 
its  proper  proportion  ;  examine  Schedule  of 
Stores  on  hand,  and  see  properly  certified. 

(5)  Vouch  Freight  Account  with  Manifests  from 
Agents  and  Advices  from  Receiving  Offices  ; 
and  see  that  proper  reserve  is  made  for 
Outstanding  Rebates. 

(6)  Check  Disbursements  from  Disbm-sements 
Book  to  respective  Voyage  Accounts. 

(7)  Check  Freight  Account  to  respective  Voyage 
Accounts. 

(8)  Vouch  Passengers'  Fares  (if  any),  and  see 
that  proper  reserve  is  made  for  Return  Fares 
outstanding. 

(9)  See  that  Outstanding  Expenses  on  each 
Voyage  Accoimt  are  allowed  for,  before 
closing  the  Account. 

(10)  Verify  Sundry  Debtors  for  Freight,  &c.,  and 
see  that  Bad  and  Doubtful  Debts  are  properly 
reserv^ed  for. 
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(11)  See  that  Allotments  (advances  to  relatives 
of  Seamen)  are  authorized,  and  charged  to 
the  Portage  Bill  Account. 

(12)  See  Agents'  Returns,  and  that  same  are 
certified  and  approved  by  responsible  official. 

(13)  See  that  Foreign  Exchange  is  correctly 
adjusted. 

(14)  See  Manager's  Agreement  for  Commission, 
and  that  same  is  properly  debited  to  each 
Voyage  Account. 

(15)  Examine  Insurance  Policies  ;  see  that  the 
premiums  are  properly  apportioned  over 
each  Voyage,  that  returns  are  claimed  from 
Underwriters  in  proper  cases,  and  that 
proportion  of  unexpired  premiums  are  cor- 
rectly carried  forward;  ascertain  that  amounts 
received  in  respect  of  Claims  are  properly 
dealt  with. 

(16)  Vouch  payments  to  Protecting  Clubs  for 
insurance  of  extraordinary  risks. 

(17)  See  Charter-Parties  as  to  Brokerage  and 
Commissions  ;  vouch  to  each  Voyage,  and 
see  that  agreed  returns   have  been  credited. 

(18)  If  any  Insurance  Fund  is  in  existence,  check 
the  entries  relating  thereto,  and  ascertain 
that  it  is  worked  on  a  proper  basis. 

(19)  Verify  Securities  and  Bank  and  Cash  balances. 

(20)  Vouch  Capital  Expenditiu-e,  and  ascertain 
that  Hepairs  and  Renewals  are  charged  to 
Revenue. 
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(21)  See  Bill  of  Sale  for  each  ship  or  part  of  ship 
owned,  and  note  that  a  copy  of  the  entry 
in  the  Register  kept  at  the  Port  of  Registry 
is  endorsed  thereon  ;  or  obtain  Certificate 
of  Registry  as  to  Ownership,  and  Mortgages 
outstanding.       ^ 

(22)  Where  a  number  of  ships  are  owned,  see  that 
Depreciation  is  provided  for  upon  a  sound 
basis.  In  the  case  of  Single  Ship  Companies, 
it  is  not  usual  to  provide  for  Depreciation, 
but  the  Auditor  should  report  to  Share- 
holders, so  that  they  are  aware  of  the 
position. 

(23)  Vouch  Head  Office  Expenditure. 

(24)  Agree  Share  Capital  Account,  and  check 
Dividends. 
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SOLICITORS'  ACCOUNTS. 

The  following  are  the  principal  points  in  the 
audit  of  a  Solicitor's  Accoiftits  : — 

(1)  Ascertain  provisions  of  Partnership  Deed  (if 
any). 

(2)  Examine  system  of  Internal  Check. 

(3)  Examine  system  of  Accounts,  and  see  how 
Clients'  and  Office  moneys  are  dealt  with. 

(4)  Check  all  Postings  and  Casts. 

(5)  Vouch  Cash  Book. 

(6)  Check  Cash  Book  with  Pass  Book,  and  agree 
the  reconciliation  statement,  obtaining 
Certificate  of  balance  from  the  Bank. 

(7)  Vouch  Petty  Cash  Book,  seeing  that  all 
items  are  extended  into  their  proper  columns, 
and  that  all  disbursements  made  on  account 
of  Clients  are  properly  dealt  with ;  count 
balance. 

(8)  See  Bills  Delivered  are  properly  recorded 
through  Bills  Delivered  Book. 

(9)  Vouch  Allowances  to  Clients,  and  see  that 
amounts  disallowed  on  taxation  are  properly 
adjusted. 

(10)  Ascertain     the      treatment     of      premiums 
received  from  Articled   Clerks,  and  see  that 
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it  is  properly  carried  out.  In  the  absence 
of  any  agreement  to  the  contrary,  such 
premiums  should  be  apportioned  over  the 
term  of  the  Articles. 

(11)  Check  the  Outstanding  Costs  undebited  to 
the  Clients,  and  see  that  proper  provision 
has  been  made  for  allowances  on  taxation 
or  otherwise.  The  Schedule  of  these  items 
should  be  signed  by  the  Partners. 

(12)  Check  the  balances  of  the  Clients'  Ledger, 
and  ascertain  how  these  are  made  up. 

(13)  See  that  proper  Reserves  are  made  for  Bad 
Debts. 

(14)  Where  Disbursements,  such  as  Counsels'  Fees, 
have  been  charged  to  the  Clients,  but  not 
yet  paid  by  the  SoHcitor,  see  that  the  same 
are  brought  in  as  Liabilities. 

Note. — Special  points  arising  in  connection 
with  the  treatment  of  Clients'  and  Office  Moneys 
and  Outstanding  Costs,  and  other  important 
matters  in  connection  with  Solicitors'  Accounts, 
are  fully  dealt  with  in  the  Authors'  Work  on 
Practical  Auditing, 
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STOCKBROKERS'     ACCOUNTS. 
The  following   are  the  principal  points  in  the 
audit  of  a  Stockbroker's  Accounts  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
the  reconciliation  statement  ;  obtain  Cer- 
tificate of  balance  from  the  Bank. 

(4)  Vouch  Cash  Book  for  expenses. 

(5)  Vouch  and  cast  Petty  Cash  Book  ;  count 
balance. 

(6)  Check  Cash  Postings  to  Clients'  Ledgers, 
Jobbers'  Ledgers,  Tickets  Receivable,  Tickets 
Payable,  Clearing  House  and  General  Private 
Ledgers. 

(7)  Check  Tickets  Receivable  with  Jobbers' 
Ledgers,  Cash  Book,  Clients'  Ledgers,  and 
other  subsidiary  books. 

(8)  Check  Tickets  Payable  with  Cash  Book, 
Cash  Fee  Book,  Stamp  Account,  &c. 

(9)  Check  Clients'  Ledgers  with  Cash  Book, 
Bought  and  Sold  Day  Books,  Contango 
Books,  &c. 

(10)  Cast  the  Cash  Fee  Book,  check  receipts  from 
Cash  Book,  and  check  postings  for  Tickets 
Payable,  &c.  ;    count  balance  in  hand. 

(11)  Check  Stamp  Account  with  Cash  Book  and 
postings  to  Tickets  Payable,  &c. 

(12)  Loan  Ledger  :  cast  entirely,  check  all  post- 
ings from  Contango  Books,  Interest  Account, 
Dividends  Account,  &c. 
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(13)  Contango  Books,  sometimes  called  Bought 
and  Sold  Continuation  Books  :  check  casts 
and  postings  ;  check  postings  of  interest 
and  stamps  to  their  impersonal  accounts. 

(14)  Purchases,  Sales,  and  Special  Settlement 
Books  :  check  casts  and  postings,  and  check 
the  total  of  the  commission  and  stamp 
columns  to  their  respective  accounts.  Special 
columns  are  usually  provided  for  half- 
commission  where  applicable,  and  the  proper 
amount  of  commission  extended.  The 
postings  from  these  columns  to  the  personal 
accounts  should  be  checked. 

(15)  General  Ledger  :  check  all  postings,  and  cast 
entirely. 

(16)  Clearing  House  Ledger  :  check  all  postings, 
and  cast  entirely. 

(17)  Firm's  Investment  Ledger :  this  Ledger 
contains  particulars  of  all  investments  held 
by  the  firm,  whether  by  way  of  speculation 
or  otherwise.  All  postings  must  be  checked, 
and  the  Ledger  cast. 

(18)  Check  all  balances  on  to  Schedules,  seeing 
that  proper  securities  are  held  for  all  debit 
personal  balances  of  importance. 

(19)  Verify  the  securities,  adopting  the  usual 
precautions. 

Note. — The  difficult  points  arising  out  of  the 
verification  of  the  Securities,  and  other  technical 
matters,  are  fully  dealt  with  in  the  Authors'  Work 
on  Practical  Auditing, 
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STOCK-JOBBERS'   ACCOUNTS. 

The  following  are  the  principal   points  in  the 
audit  of  a  Stock- Jobber's  Accounts  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconciliation  statement ;  obtain  Certificate 
of  balance  from  the  Bank. 

(4)  Vouch  Cash  Book  for  Expenses. 

(5)  Vouch  and  cast  Petty  Cash  Book,  and  count 
balance. 

(6)  Stock  Journals  (or  Ledgers)  : 

(a)  Check  opening    balances  (quantity  and 
value)  from  last  account. 

(b)  Check    postings    from    Cash    Book   for 

application  and  allotment  moneys  on 
stocks  applied  for,  underwriting  com- 
mission, &c. 

(c)  Test  postings   from  Jobbers'  Ledgers. 
{d)  Cast  Stock  columns,  and  see  that  they 

agree, 
(e)  Check  profits  and   losses  to  Profit  and 
Loss  Book. 

(7)  Jobbers'  Ledgers  : 

(a)  Check  opening  and  closing  balances. 

(b)  Test  Cash  postings. 

(c)  Test  postings  from  Stock  Journals. 
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(d)  Clear  and  cast  Partners'  Accounts. 

(e)  Ascertain    the     balances    are    regularly 

agreed,    and    that    sufficient   provision 
has  been  made  for  Bad  Debts  (if  any). 

(8)  Profit  and  Loss  Book : 

This  Book  contains  Profits  and  Losses  on  each 
Stock  dealt  in,  in  respect  of  each  Account.  These 
will  be  checked  from  the  Stock  Journals,  the 
totals  being  checked  to  the  Impersonal  or  Private 
Ledger. 

(9)  Clearing  House  Book  : 

(a)  Test  postings  to  Jobbers'  Ledgers. 

(b)  Cast    selected  Accounts,  both  quantity 

and  value,  and  see  they  agree. 

(c)  Check     Clearing     House     Account     in 

Ledger. 

(10)  Names  Account : 

(a)  Check  balances    forward  from  account 

to  account. 

(b)  Test  postings  and  casts. 

(11)  Dividend  Journal : 

(a)  Vouch  Dividends  received,  with  balance 

of  Stock  held  in   the  box  at  the  date 
when  quotation  becomes  ex  div. 

(b)  See    dividends    in    respect    of     Bearer 

Stocks  properly  adjusted. 

(c)  Check    postings    from    Cash   Book,    for 

Dividends  received  and  paid. 

(d)  Check    Profit   or   Loss   to   the   General 

Dividend  Account. 
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(12)  Impersonal  Ledger : 

Check  all  postings,  and  ascertain  that  Suspense 
Accounts  for  profits  or  losses  on  Stocks  carried 
forward  are  properly  treated. 

(13)  Check  all  balances  from  Jobbers'  Ledgers, 
Stock  Journals,  Names  Accounts,  Dividend 
Journal,  Impersonal  Ledger,  &c.,  to  Trial 
Balance. 

(14)  Verify  Securities,  adopting  the  usual  pre- 
cautions. 

Note. — The  verification  of  Securities  is  a 
matter  of  considerable  difficulty.  The  procedure 
to  be  adopted  for  this  work,  as  well  as  other 
technical  points  arising  in  the  course  of  the  audit, 
are  fully  discussed  in  the  Authors'  Work  on 
Practical  Auditing. 
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STOCK-IN-TRADE. 

The  following  are  the  principal   points  in  the 
audit  of  Stock-in-Trade  : — 

(1)  See  that  the  Stock  is  taken  at  cost,  or  below, 
if  the  market  value  has  permanently  dropped. 

(2)  See  the  Sheets  are  certified  by  all  those 
parties  concerned  in  the  preparation  thereof, 
and  as  a  whole  by  some  responsible  official. 

(3)  Check  the  additions  and  a  certain  portion 
of  the  extensions. 

(4)  The  Sheets  should  be  compared  with  those 
of  last  year,  and  any  variations  in  prices  noted. 

(5)  Prices  of  raw  material  should  be  compared 
with  invoices  or  market  quotations. 

(6)  It  should  be  seen  that  obsolete  or  spoilt 
stock  is  carried  forward  at  its  true  value. 

(7)  The  percentage  of  gross  profits  on  turnover 
should  be  checked  with  that  of  previous 
periods,  and  any  increase  or  decrease,  that 
cannot  be  accounted  for,  enquired  into. 
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TRUST   AXD    FIXAXCE  CO:\IPAXIES. 

The  following  are  the  principal  points  in  the 
audit  of  a  Finaacial  Trust : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconcihation  statement ;  obtain  Certificate 
of  Bank  balance. 

(4)  Vouch  Purchase  and  Sale  of  Investments  by 
Brokers'  Contract  Motes. 

(5)  See  apportionments  of  Dividends  where  trans- 
actions are  carried  through  cum.  or  ex 
dividend  are  property  recorded. 

(6)  See  that  aU  Dividends  and  Interest  that 
ought  to  have  been  received  have  been 
received. 

(7)  See  that  all  Outstanding  Interest  and  Divi- 
dends have  been  brought  into  account, 
except  in  cases  where  they  are  not  expected 
to  be  received. 

(8)  Verify  all  Securities,  adopting  the  usual 
precautions. 

(9)  In  respect  of  those  Investments  registered  in 
the  name  of  the  Trustees  of  the  Company, 
it  will  be  necessary  to  see  the  Trust  Deed 
constituting  them  Trustees. 

(10)  The  value  of  the  Securities  should  be  checked 
with  the  market  price  at    the  date  of  the 
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Balance  Sheet.  It  is  not  usual  to  adjust 
the  value  of  each  investment  to  market 
price,  but  to  reserve  on  the  difference 
between  the  book  value  and  the  market 
value,  if  the  latter  is  the  lower,  crediting 
an  Investment  Reserve  Account. 

(11)  Loss  on  Sale  of  Investments  should  be 
charged  to  Revenue.  Profit  on  Sale  can  be 
distributed,  if  the  Articles  do  not  forbid, 
but  it  is  more  prudent  to  carry  such  profit 
to  reserve,  and  reinvest. 

(12)  See  that  the  contingent  liability  in  respect  of 
Calls  not  yet  made  on  Investments  is  stated 
on  the  Balance  Sheet. 

(13)  In  the  case  of  profit  on  promotion  of  sub- 
sidiary Companies  being  received  either 
partly  or  wholly  in  fully-paid  shares  of 
such  Companies,  see  that  the  transaction  is 
properly  treated. 

Note. — The  special  points  arising  in  connection 
with  the  Depreciation  of  Investments,  treatment 
of  Promotion  Profits  received  on  fully-paid  Shares, 
&c.,  are  fully  dealt  with  in  the  Authors'  Work  on 
Practical  Auditing, 
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TRUSTEE    SAVINGS  BANK. 

The  following  are  the   principal  points  in  the 
audit  of  a  Trustee  Sa\dngs  Bank : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  See  that  the  Totals  of  the  subsidiary  Cash 
Books  are  correctly  carried  into  the  General 
Cash  Book  ;  check  with  Bank  Pass  Book, 
verify  Balance,  and  count  Cash  in  hand. 

(3)  Vouch  all  Expenses. 

(4)  Check  all  Postings  in  General  Ledger. 

(5)  Where  Receipts  are  obtained  from  Depositors 
for  Withdrawals,  examine  the  same. 

(6)  Test  thoroughly  Postings  from  the  Cash 
Book  to  the  Depositors'  Ledgers. 

(7)  Test  calculations  of  Interest  credited  to 
Depositors. 

(8)  Check  the  Balance  Book  with  the  Depositors' 
Ledgers.  This  Balance  Book  is  open  to  the 
inspection  of  all  Depositors,  and  contains 
no  names,  but  each  Depositor  has  a  special 
number  attributed  to  him.  The  Auditor  has 
to  certify  that  he  has  examined  all  these 
Balances. 

(9)  Examine  Depositors'  Pass  Books  with  Depo- 
sitors' Ledgers,  not  accepting  those  offered  by 
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the  officials.  It  is  usual  for  this  examina- 
tion to  be  more  or  less  continuous,  so  that 
at  least  10  %  of  the  Pass  Books  are  examined 
in  the  course  of  the  year.  

(10)  See  the  National  Debt  Commissioners'  Ac- 
counts for  Purchase  and  Sale  of  Stock, 
Transfers,  Interest,  &c. 

(11)  Verify  the  ^amount  with  the  National  Debt 
Commissioners. 

(12)  See  that  the  statutory  limits  of  yearly  and 
total  deposits,  viz.,  £50  and  £200,  are  not 
exceeded. 

(13)  Verify  the  existence  of  all  Assets,  adopting 
the  usual  precautions. 
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UNDERWRITERS'   ACCOUNTS. 

The  following  are  the    principal  points  in  the 
audit  of  a  Lloyd's  Underwriter's  Accounts  : — 

(1)  Ascertain  system  of  Internal  Check. 

(2)  Cast  the  Cash  Book. 

(3)  Check  Cash  Book  with  Pass  Book,  and  agree 
reconciliation  statement ;  obtain  Certificate 
of  Bank  Balance. 

(4)  Vouch  Cash  Book. 

(5)  See  that  Dividends  on  Investments  have 
been  duly  received. 

(6)  Check  all  Cash  postings. 

(7)  Check  casts  of  Premiums,  Claims,  Salvages, 
and  Reinsurance  Books. 

(8)  Check  the  totals  of  these  books  to  the  Im- 
personal Accounts,  and  see  that  the  Salvages, 
Claims  and  Reinsurances  are  properly  divided 
between  their  respective  years. 

(9)  Check  the  Casts  of  the  Brokers'  Ledgers,  and 
see  that  the  Accounts  are  properly  agreed 
from  time  to  time,  and  check  the  balances 
on  to  the  Schedules  of  Debtors  and  Creditors. 

(10)  Check  differences  written  off  the  Brokers' 
Ledgers,  seeing  that  the  same  are  not 
excessive. 

(11)  Check  the  Casts  of  the  Private  Ledger,  and 
Check  balances. 
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(12)  Verify  the  existence  of  the  Investments,  &c. 

(13)  Check  the  Underwriting  Accounts,  and  see 
that  the  respective  years  are  kept  separate 
and  distinct. 

(14)  See  Agreement  between  Underwriter  and 
his  Agent  (if  any).  Ascertain  the  salary  and 
commission  payable,  and  how  the  charges 
are  to  be  treated. 

Note. — Underwriters'  Accounts  are  very  tech- 
nical, and  anyone  conducting  an  audit  of  this  sort 
for  the  first  time  should  make  himself  fully  ac- 
quainted with  the  procedure  of  the  business.  The 
Underwriting  Accounts  are  usually  kept  open 
three  years,  in  order  that  all  the  Claims  may  be 
included  as  far  as  possible  in  the  year  to  which 
they  relate.  Those  interested  in  the  subject 
should  refer  to  the  Authors'  volume,  entitled 
Underwriters'  Accounts  (Gee  &  Co.). 
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WATER  COMPANY. 

The  following  are  the   principal  points  in  the 
audit  of  a  Water  Company's  Accounts  : — 

(1)  See  Private  Act. 

(2)  Examine  Regulations  and  Minute  Books. 

(3)  Ascertain  system  of  Internal  Check. 

(4)  Cast  Cash  Book ;    get   Certificate  of    Bank 
balance,  and  count  Cash  in  hand. 

(5)  Vouch  Receipts  with  Collecting  Books. 

(6)  Vouch  Payments. 

(7)  Laid-on  Book : 

(a)  Check  with  certified  copy  of  Valuation 
List  for  domestic  suppHes. 

(b)  Check  with  AppHcations    and  Reports 
for  "Extras." 

(c)  Check    Allowances,     and    see    properly 
authorized. 

{d)  Check  Consumption  by  Meter  with  Meter 

Readers'  Books, 
(e)   Check     Builders     and     other     special 

suppHes    with    Meter    Readers'    Books 

and  Contracts. 
(/)    Check    Ships    supplies,    if     any,    with 

Turncock's  returns. 

(8)  Rental  Ledger : 

(a)  Check  Debits  and  Allowances  from  Laid- 
on  Book. 
(6)   Check  Cash  from  Cash  Book. 
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(c )  Cast  and  check  to  Summary. 

(d)  Check  Total  Impersonal  postings. 

(e)  Obtain    Certificates     from    Officials    or 
Owners  as  to  voids. 

(9)  Vouch  Purchases,  test  analysis  of  Purchase 
Book,  and  examine  Contracts. 

(10)  Cast  Stock  Sheets,  test  prices,  agree  with 
Stock  Ledger,  and  see  properly  certified. 

(11)  Vouch  Capital  Expenditure,  and  obtain 
certified  allocations  between  Capital  and 
Bevenue. 

(12)  Ascertain  that  Expenditure  on  Maintenance 
and  Renewals  is  charged  to  Revenue. 

(13)  Verify  Capital  Receipts. 

(14)  Verify  Investments,  and  vouch  Income 
received  thereon. 

(15)  Vouch  Dividends,  seeing  that  authorized 
rate  is  not  exceeded,  and  agree  with  Share 
Capital  issued. 
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BOOK-KEEPING 


AND 


ACCOUNTS, 

BY 

SPICER    &    PEQUER, 

Chartered  Accoitntants. 

PRICE  15s.  6d.  Net,    Post  Free. 

EXTRACTS    FROM     REVIEWS. 


THE  ".     .     .     The  scope  of  the  book  is  wide,  and  the  subject- 

ACCOIINTANT  "matter  contained  in  it  judiciously  treated,  so  that  the 
ALCUlJi>ilAI>ll,  attending  result  is  a  gradual  progression  from  a  general 
Oct.  24th,  igo8.  explanation  of  the  underlying  principles  of  book-keeping  to 
the  solution  of  technical  and  more  advanced  problems,  and 
is  well  supported  throughout  by  examples,  specimen  forms  and  rulings,  and 
other  useful  illustrations     .     .     . 


THE  "With  the  exception  of  executorships  and  income  tax,  the 

INCORPORATED     authors  of  this  work  have    covered   practically   the  whole 

ArrniI\TANT<s'     field  of  book-keeping  and  accounts.     That  this  can  be  done 

^*^"  adequately  in  400  pages  may   be  doubted,  but  nothing  is 

JOURNAL,  wanting   to   achieve   the   object   in  view   which  clear  and 

November,  igo8.     concise  expression  and  good  arrangement  can  accomplish. 

The  obvious  and  the  commonplace  have  also  been   passed 

by,    and  the   matters   of  real  interest  and  difficulty  have  been  selected    for 

treatment     ....     Numerous  examples  are  given  to  illustrate   the  text, 

and  the  pro  forma  rulings  of  books  are  invariably  good  and  up-to-date     .     .     . 

The  whole  work  gives  evidence  of  ability,  thought  and  research,  and  the  style 

in  which  it  is  produced  reflects  credit  both  on  authors  and  publishers.'"' 


H.  FOULKS  LYNCH  &  CO.,  9,  Fenchurch  Street,  E.G. 
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Ninth   Edition   (Revised  and  Enlarged). 


RIGHTS  AND  DUTIES  of  LIQUIDATORS. 
TRUSTEES  AND  RECEIVERS, 

BY 

a  F.  de  rHOSTE  RANKING,  M.A.,  LL.D. 


Price  lis.  net,  Post  Free. 


The  numerous  Editions  through  which  this  work 
has  passed   are   sufificient   evidence  of  its  worth. 

The  completeness  of  its  information  and  the 
conciseness  of  its  arrangement  make  it  indispensable 
to  students  of  the  subject. 


other  Works  by  the  same  Author* — 

AGENCY    AND    BAILMENTS;    2/6    net,    post    free. 
LAW    OF    CONTRACTS;    2/-    net,   post  free. 
BILLS    OF    EXCHANGE;    1/6    net,    post    free. 
&c.,    &c. 
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Executorship  Law  and  Accounts: 

being   a 

Handbook  of  Executorship  Law, 

with  the 

Mode  of  Keeping  Executorship  Accounts, 

by 

RANKING,  SPICER   &    PEGLER. 


SECOND    EDITION- 

Price  12s*  6d*  net,  post  free* 


The  Legal  section  of  this  book  has  been  written  by  Dr, 
D.  F.  de  I'HOSTE  RANKING,  M.A.,  and  fully  explains  the 
practical  application  of  the  law  on  the  subject. 

The  second  section  dealing  with  the  Accounts  has  been 
written  by  Messrs.  SPICER  &  PEGLER,  Chartered  Accountants, 
who  have  adopted  the  principle  of  illustrating  each  difficulty  as 
it  arises  by  means  of  short  examples,  instead  of  only  giving  one 
long   pro  forma  set  of   books  by  way  of   an  Appendix. 

The  work  has  been  specially  designed  to  meet  the  needs  of 
Accountancy  students,  and  the  gratifying  reception  which  it 
has  met  with  shows  that  the  Authors  have  not  been  unsuccessful 
in  their  object. 
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9,   Fenchurch    Street,   E.C. 
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IN 


RELATION  TO  ACCOUNTS 

(2nd    IMPRESSION), 

BY 

SPICER     &     PEGLER, 

Chartered  Accountants. 


Price     Gs.     net,     Post     Hree 


This  Book  deals  with  the  subject  of  Income  Tax 
from  an  Accountant's  point  of  view,  and  embraces  all 
points  likely  to  arise  in  everyday  practice,  or  to  be 
set  at  the  various  Professional  Examinations.  The 
question  of  differentiation  is  dealt  with  exhaustively. 


EXTRACTS    FROM    REVIEWS. 

"  The  average  Student,  who  has  a  rooted  objection  against 
reading  more  than  is  absolutely  necessary,  will  doubtless 
prefer  It  to  the  more  exhaustive  standard  text-books. 

•'The  arrangement  of  the  work  is  good,  and  thoroughly 
up-to-date" — "Accountant,"    15th  June,  1907. 


The  brevity  and  clear  arrangement  of  the  matter  contribute 
to  ease  of  reference," — 

"Incorporated  Accountants*  Journal,"  Jun-,  1907. 


The  Authors  have  dealt  with  differentiation  at  length,  and 
are  equally  explicit  about  the  older  and  more  familiar 
parts  of    the  subject." — "Times,"  1 7th  May,  1907. 


The  law  of  the  subject  is  very  clearly  and  concisely  stated  ; 
and  the  definitions,  such  as  those  in  respect  of  earned  and  un- 
earned income,  are  excellent." — "  Financial  Times,"  May,  1907. 
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BY 
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AND  _ 

ERNEST  EVAN  SPICER,  F.C.A. 


Price   5s.   Net. 


npHIS  VOLUME  has  been  specially  written  for  Students 

working  for  Accountancy    Examinations,   and   places 

in  book  form  the  principal  portions  of  the  Law  governing 

Joint  Stock  Companies,  which  are  necessary  and  useful  to 

such  Students, 


SYNOPSIS    OF    CONTENTS: 


Division  of  Companies 
The   Memorandum 
The   Prospectus 
Application  and  Allotment 
Nature  of  Shares 
Directors 

Books  and  Accounts 
Borrowing  by  a  Company 


Registration  of  a  Company 

The  Articles 

Commencement  of  Business 

Membership   of  a  Company 

Dividends 

Meetings,    Resolutions,    &c. 

Auditors  and  their  Duties 

Arrangements   with    Creditors, 
and  Reconstruction. 


APPENDICES: 

Penalties  Specimen   Memorandum  of  Association 

Articles  of  Association  (Revised  Table   *'  A  ") 


93 


An   Examination  Note  Book 
for  Accountant  Students, 

BY 

SPICER     &     PEGLER, 

Chartered  Accountants. 


PRICE  2s,  6d,  NET, 


'T^HIS  BOOK  contains  notes  on  all  the  subjects  of  the 
Intermediate  and  Final  Examinations,  such  notes 
representing  information  which  is  indispensable  to  every  Student, 
set  out  as  briefly  and  concisely  as  possible.  A  good  margin  is 
left  on  each  page,  and  blank  pages  have  been  provided  at  the  end 
of  each  section,  so  that  supplementary  notes  can  be  entered. 


EXTRACTS  FROM  REVIEWS: 

"  We  do  not  doubt  that  this  little  Book  will  become  dear  to  the  hearts 
of  many  students    .    .    ." — The  Accountant,  Oct.  30th,  igog. 

*'  Accountant  Students  will  welcome  this  Book  as  a  useful  assistant  in 
revising  their  work  and  refreshing  their  memory  immediately  before 
the  day  of  examination  on  the  various  subjects  which  they  have  been 

reading   during   their  period  of  study The  Authorship 

is  sufficient  guarantee  of  its  reliability."  — 

Incorporated  Accountants'  Journal,  Oct.,  jgog. 

"  We  have  no  doubt  that  every  Accountant  Student  will  obtain  a  copy 
of  the  Note  Book,  and  find  it  most  useful." — La%v  Notes,  Nov.,  igog. 
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BY 

ERNEST    EVAN    SPICER,    F.C.ft. 


Price  2s,,  or  Post  Free  2s.  2d. 


This  Book  deals  with  the  growth  of  the  Money  Market 
from  the  earhest  times,  and  shows  fully  and  clearly  the 
working  of  the  complex  machine  which  our  present  civilization 
has  evolved.  Banking,  the  Bank  of  England,  the  Bank  Rate, 
the  Foreign  Exchanges,  and  the  vital  question  of  the  Gold 
Reserves,  are  dealt  with  in  a  lucid  and  interesting  manner. 
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2nd  Edition  (Revised  &  Enlarged). 


This  volume  is  included  in  the  popular  series  known  as  the 
"  Accountants'  Library,"  published  by  Messrs.  Gee  &  Co., 
34,  Moorgate  Street,  E.G.,  and  deals  with  the  subject  of 
Marine  Underwriting  Accounts. 

The  technical  difficulties  and  the  procedure  of  business  at 
Lloyd's  are  fully  explained,  and  the  volume  is  accompanied 
by  forms  of  all  the  principal  books  and  pro  forma  accounts. 
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